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    ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF ADVANCEMENT
1.00  
GENERAL STATEMENT

1.01  
POSITION SCOPE
a. The Director of Advancement plans, manages, and directs the College advancement program, including coordinating fundraising, alumni relations, public relations, and marketing.  Serves as a liaison to the Endowment Association.

b. The Director of Advancement participates in the formation of general college policies as a member of standing institutional committees, task forces, and consultative groups assigned by the President.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  President 

b. Function/Category of Position:  Institutional/Management
c. Terms of Employment:  12 months 

2.02
Supervision

a. Supervision Received: 
The Director of Advancement reports directly to the President.  




    



b. Supervision Exercised:

The Director of Advancement supervises Advancement Coordinator and assigned student workers.
2.03
Key Areas of Responsibility

a. Establish short- and long-term goals for the advancement effort, including fundraising strategies and building the case for support.
b. Oversee the implementation of a plan to accomplish the goals for resource advancement and review and revise the plan when necessary.
c. Ensure the Development Office serves the college in a full range of advancement functions including prospect research and identification, cultivation, solicitation, closure and donor stewardship, with a focus on gifts of $25,000 and above.

d. Maintain contact with donors and potential donors to cultivate, request, and acknowledge their support of the college.

e. Develop and implement a comprehensive communication plan to promote the organization to its donors and maximize public awareness of fundraising activities.
f. Collaborate with the grant administrator/government relations officer on grant proposals.
g. Supervise and coordinate Alumni functions, including, but not limited to development and maintenance of Alumni database, publications, and other communications to alumni.

h. Serve as Chair of the Distinguished Alumni Task Force.  Provide name of an alum selected for this honor to the College President the first week in March each year.

i. Maintain social media accounts and work with the marketing department to maintain the Advancement pages on Allen’s website.
j. Coordinate with Athletics, Fine Arts, and other departments to conduct Booster Club drives, online fundraising, homecoming activities, auctions, tournaments, and other fundraising activities for specific areas.

k. Prepare and supervise annual advancement budget.  Oversee the collection of fundraised monies with monthly reporting to the Endowment Association Board of Directors.  Reporting to the Board of Trustees when required.    

l. Provide leadership and support to the College Endowment Association.  Schedule, plan, and attend meetings, friend and fundraising functions, and serve as college liaison to the Association and its committees.

m. Provide leadership for scholarships drives, special projects, capital projects and other fundraising deemed necessary by the college.
n. Coordinate with the Financial Aid Office, the Marketing Department, Business Office, and other departments to ensure timely scholarship awards, student recognition, and appropriate donor recognition.
o. Perform other duties assigned by the President.
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Allen Community College is committed to fostering an inclusive environment and welcomes candidates who can contribute to the institution's continued success and positive public profile. Allen Community College is an Equal Opportunity Employer.
