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Student Fundraiser
	Faculty / Cost Centre: Development and Alumni Relations
	Location: Leicester City

	Department/ School: Development Office 
	Responsible To: Annual Fund Officer

	Grade: A Spinal Point 2 (Current pay 7.02 p/h) 
	Responsible For: No direct line managment

	Role Profile Ref: 
	

	Contract Type:  Bank
	Date of Issue: August 2011


	Overall Purpose of the Role

	.To hold telephone fundraising campaigns with our former students (Alumni).Its purpose is:

· Enhance communications and links between DMU and its alumni population

· Raise funds that directly go to the faculty

· Build on the success of the previous campaigns

All proceed from the annual fund will directly benefit current and future students, so by helping us raise money for the annual fund you are helping to ensure that future generations of students have the facilities and support they need whilst at DMU.
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	Main Duties and Responsibilities

	The Development and Alumni Office

The Development and Alumni Office is part of the University’s External Relations Department.  It is responsible for developing and implementing a strategy for fundraising for the university and keeping in touch with former students and staff.

DMU’s Alumni Association provides a life-long link between the university and its graduates.  We have records of over 85,000 graduates, and send them a range of various publications and email newsletters to keep them informed in the lie of DMU today.

The Annual Fund
 An Annual Fund is an organised effort to obtain gifts on a yearly basis to support the needs of an institution.  Gifts to the Annual Fund are usually raised though mail or telephone campaigns with higher leadership gifts made through personal solicitation. The Annual Fund seeks to develop regular giving to the institution. It develops donor loyalty and reinforces a habit of giving, identifies those with a Major Gift potential, sustains the prospect pipeline and aims to enhance unrestricted giving. 

Monies are raised through three methods: 

· Direct Mail 

· Telephone calling 

· Face-to-Face 

Duties and Responsibilities

· ASK ALUMNI TO SUPPORT THE UNIVERSITY BY MAKING A REGULAR OR SINGLE DONATAION
· Be an ambassador for De Montfort University
· Complete all campaign paperwork accurately, completely and legibly
· Encourage and motivate other team members 
· Engage DMU’s alumni in conversations and establish a rapport
· Gain an understanding of the University and its need for financial support
· Handle personal information with extreme confidentiality
· Write a  ‘Thank you’ postcard to alumni that you speak to
· Update these alumni on the Universities news and activities
· Assist with data entry and mailings as required 



This job description reflects the main duties and responsibilities of the post.  However, the postholder may be required to fulfil other ad-hoc duties commensurate with the level of the post from time to time.
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	Requirements
	Essential
	Desirable
	Method of Assessment *

	1. Qualifications and Training
	Currently Studying at DMU & within a faculty relating to the campaign


	Customer Service


	1, 2, 3, 4



	2. Previous Work Experience
	Working in a Customer service role


	Telephone work – sales & fundraising


	1, 2, 4

	3. Specific Knowledge / Skills / Abilities required
	Excellent communication skills

Good time-keeping skills

Ability to work on your own initative

Attentive listener

Reliable and hardworking 


	Good Knowledge of DMU

Excellent presentation Skills
	1, 2,3

	4. Additional Requirements
	Block shifts all involve out of core hours shifts
	     
	     


	*1=Application form;   2=Interview;   3=Test/Presentation;   4=Documentary evidence;   5=Other (Please specify)
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