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POSITION DESCRIPTION

Title:



MANAGER – CAMPAIGN ANALYSIS

Department:


Development

Supervisor:


Senior Director of Resource Development
Origination Date:

11/06




FLSA: Non-Exempt

Revision Date:

07/11




Salary Grade: 20 
Job Summary:

Ensure integrity and accuracy of fundraising and prospect 




research data. Develop reporting for strategic analysis and 




comprehensive account management.  Implement existing 




and new strategies for donor relations and stewardship. 




Provide technology support and training to Development 




Department.

Qualifications:

Education:
Bachelors degree required.

Experience: 


Experience with spreadsheets, word processing, relational 




databases, and Internet search strategies. Experience with 




The Raiser’s Edge or another fundraising database. 





One to three years of fundraising experience specifically 




including gift processing and prospect research.
Skills:



Excellent written and oral communication skills.




Knowledge of local community and philanthropy. 




Excellent computer literacy and data entry skills.


Must have a valid WI driver’s license, good driving record, 


and meet state required automobile insurance minimums.

Position Responsibilities:

· Enter financial gifts and gifts-in-kind in The Raiser’s Edge in batch mode on a daily basis, ensuring that they are coded correctly according to fund, campaign and appeal, gift amount and deductible amount, and any donor restrictions. Record and process gifts in compliance with IRS rules, organizational standards, and Donor Bill of Rights.
· Create and maintain standard monthly and year-end reporting procedures for regular reconciliation with Finance; coordinate with Finance to generate pledge reminders and preserve gift and pledge audit trail.

· Utilize Crystal Reports and Excel to develop standard reports for tracking fundraising progress and analyzing funding trends and gaps, as well as to track direct mail results, event revenues, and Trustee fundraising status, account management, and donor cultivation and stewardship.
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· Prepare comparative analyses of Clubs’ fundraising performance including donor segmentation and acquisition trends and benchmarks

· Log, monitor and report on donor cultivation, stewardship and recognition activities.

· Create recognition lists (honor rolls) for Annual Report.

· Develop parameters and formats for all mailing lists.  Utilize database coding structures to target and refine mailing lists.  Prepare and print mail merge files for mailing labels, envelopes, and letters as needed by Development staff.
· Create and print concise and specific donor giving histories as needed by co-workers, President and Trustees

· Prepare in depth research and analysis of donor prospects (corporations, foundations and individuals), using Internet and other resources, and in accordance with APRA Statement of Ethics.
· Enter prospect research findings into existing or new constituent records in The Raiser’s Edge following data entry standards and coding structures which facilitate future reporting and donor segmentation requirements.
· Provide initial and ongoing user training, including look-ups, data entry, and running standard queries and reports

· Provide assistance to Senior Director of Resource Development and Technology Administrator with database updates and other technology projects 

· Provide database, spreadsheet and word processing assistance to co-workers as necessary; provide support for special events and other tasks as assigned
Physical Demands

Physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The employee is occasionally required to stand, walk, reach above shoulders, and climb or balance. The employee may occasionally lift and/or move up to 10 pounds.  
Work Environment  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.
