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Kenyon College
Position Description

 SEQ CHAPTER \h \r 1Director of Regional Events and Major Gifts Officer

Office of College Relations
Position Summary
Reporting to both the Director of Alumni and Parent Programs and the Director of Development, the Director of Regional Events/Major Gifts Officer is responsible for planning, coordinating, and supervising all off-campus events for the Office of Alumni and Parent Programs (APP) and for handling event logistics for other off-campus events in the College Relations Division.  Major areas of responsibility include working with regional volunteers, working with four reunion social committees, managing the student-alumni program, serving as secretary to the Alumni Council and coordinating the Alumni-Parent Travel Program.

Additionally, the major gifts portion of the position includes responsibility for the identification, 

cultivation, solicitation, and stewardship of major gift donors for all College fundraising initiatives.  The Major Gifts Officer acts as the College’s representative for all aspects of philanthropic involvement, including annual, capital, and planned gifts, for a national portfolio of approximately 100 donors and prospects.  

It is expected that the Director of Regional Events/Major Gifts Officer will spend a total of 5 to 7 days traveling per month.  Duties and responsibilities are listed below.

I.
Essential Functions of the Major Gifts Officer

A. Develop strategic plans for all portfolio prospects to increase their philanthropic involvement with the College.  Typically, this portfolio focuses on donors with the potential to give capital gifts of $50,000-$250,000 over a five-year period.  

B. Maintain an active program of prospect visits to portfolio members, with an expected average of 60 visits per year.  These visits may include necessary multiple                     contacts with a prospect to bring a gift to fruition.

C. Assume responsibility for raising an average of $25,000 per month, and 12 gifts per year, for an annual fundraising expectation of $300,000 in capital, leadership annual, or planned gifts.

D. During the public phase of the campaign, serve as staff liaison to assigned                          campaign cities, linking volunteer leadership with College resources, training                    volunteers, and assisting them in key solicitations.

E. Maintaining accurate and timely records of donor visit activity in Advance, the                              College’s donor database.

F. Carry out other duties as assigned by the Director of Development and the Vice                              President for College Relations.

II.
Essential Functions of the Director of Regional Events
A. Regional Associations                                                                                                                   



1.       Develop and support regional steering committees




2.
Establish calendar for Learning in the Company of Friends regional                     gatherings, secure College speakers and event venues, and make all necessary arrangements for travel and accommodations


3.        Develop and implement invitations for Learning in the Company of Friends and all other event invitations


4.
Supervise all aspects of the regional association network, including activities, events, staff support and budgets




5.
Attend Learning in the Company of Friends events and other regional 





events as needed

6.
Recruit and communicate regularly with regional association presidents and other steering committee members as needed



7.
Evaluate regional association programs and monitor changes in the number of regional associations



8.
Assist Development Office and Office of Annual Funds with logistics for off-campus events including campaign rating and screening meetings, regional kick-offs, etc. 



9.
Communicate regional travel calendar with College Relations division



10.
Provide training materials to the regional volunteers

B.  
Regional Parent Chair Program (RPC)



1.
Recruit a parent representative for each regional steering committee

2. Review and revise the RPC brochure annually

3. Oversee the annual revision, printing, and mailing of the Parent Resource Questionnaire/Data Sheet (PRQ), a resource for parent volunteers

4. Facilitate interaction and communication among RPCs, regional steering committees, parents, and related College offices

5. Communicate regularly with RPCs

C.
Student-Alumni Program


1.
Responsible for recruiting student members and managing all aspects of the program



2.
Distribute gift and letter of welcome from Alumni Council president to first-year class (coordinate with dean of academic advising)



3.
Plan February dinner with senior class committee for alumni volunteers to welcome seniors into the Kenyon Alumni Association (coordinate with Director of Campus Events)



4.
Send letter from Alumni Council president to senior class prior to graduation



5.
Plan City Talk for seniors during Senior Week with Senior Class Committee (coordinate with Director of Campus Events)



6.
Produce Keep In Touch booklet for recent graduates and send baccalaureate and commencement addresses in the fall.



7.
Send online community registration information to seniors

D.
Volunteer leadership training

 
1.    
Plan and execute regular volunteer training in the regions or at the College

2. Collaborate with the Admissions Office and the Career Development Center to develop volunteer leadership, to recruit and train volunteers, and in planning for leadership succession



3. 
Edit the Regional Association Volunteer Handbook as needed

E.
Liaison to reunion social committees


1.
Serve as liaison for social planning to four reunion classes each year



2.
Recruit social chairs



3.
Communicate with social chairs as needed to arrange reunion events

F.
Alumni Council


1.
Serve as secretary for three meetings per year



2.
Serve on executive committee as ex-officio member



3.
Serve as liaison between regional associations and Alumni Council committees as needed




4.
Create the ballot each year for the Alumni Council/Alumni Trustee 





election



5.
Support alumni affinity groups (Greek Leadership Council and Dance and Drama Association, and sports-related groups)

G.
Coordinate the Kenyon Alumni-Parent Travel Program

1.
Plan travel opportunities with selected tour companies



2.
Maintain list of past Kenyon travelers and offer advance information when possible



3.
Promote Kenyon travel programs on campus, in College publications, and on the Kenyon web site

G. Prepare and maintain accurate reports and documentation in all areas of responsibility

III.   
Nonessential Functions


1.
Assist with College Relations campus events 



2.
Handle general inquiries by phone and email from alumni, parents, students, and other institutions about APP


  3.
  Perform other duties as required

IV.
Knowledge, Skills, Abilities & Success Factors
A
Interpersonal:  ability to establish and maintain effective working relationships, extroverted, good sense of humor, open-minded, independent worker but also team player

B. 
Emotional stability: ability to operate under pressure; not easily frustrated, not a    perfectionist

C.  
Judgment:  ability to make sound decisions under time pressure 

D.   
Assertiveness:  results-oriented; high personal energy level and initiative; self-starter


E. 
Creativity:  ability to recognize new methods, adapt to the changing needs of the office, and establish appropriate procedures


F.
Strong organizational skills

V.
Supervisory Responsibilities

A.
Responsible for supervising a staff of………Supervision includes establishing


schedules, performing annual performance reviews and ensuring a productive,



enjoyable environment for reports. Those positions reporting directly to the 



Director of Regional Events and Major Gift Officer are:
· ……………

· ……………

· ……………

VI.       Working Conditions
A.          Work in generally performed in an office environment. The ability to lift boxes or items


           of 30 pounds or less and move tables and chairs when needed for meetings is required. In

             addition, the ability to travel during inclement weather or other conditions is essential.
VII.
Minimum Qualifications
A.   
Three years experience in planning and organizing public events

B.
Ability and willingness to work with major donors to achieve their philanthropic goals


in the context of the College’s comprehensive campaign

C.   
Demonstrated strong ability in oral and written communication


D.
Proven ability to do long- and short-range planning

E.  
Bachelor=s degree, preferably from a liberal arts college

F.  
Strong commitment to liberal arts education

G.
Willingness to travel
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