Job Title:   
Fundraising Coordinator





Department:
Development


Reports to:
Renee Nicholas, Events Manager
FLSA Status:  

Temporary, Exempt


Approved By/Date:
Doug Kingsriter/March 2006

Fundraising Coordinator

SUMMARY:  
The Lance Armstrong Foundation (LAF) believes that in the battle with cancer unity is strength, knowledge is power and attitude is everything.  Founded in 1997 by cancer survivor and champion cyclist, Lance Armstrong, the LAF provides the practical information and tools people with cancer need to live life on their own terms. The fundraising coordinator will be responsible for helping set and work towards reaching fundraising goals. 

ROLE QUALIFICATIONS: 
The LAF is seeking a highly capable individual who must possess good work habits that include:

· Proven experience raising funds from multiple sources, with a “hands on, roll up your sleeves” approach to fundraising.

· High energy, great enthusiasm for their work and be demonstrated team player

· Excellent oral and written communication skills

· Affinity for the LAF mission

· Excellent organizational skills with specific attention to detail

· Sensitivity to a diverse population

· Ability to work independently as well as accept specific direction, and efficiently organize projects, materials and office systems

POSITION RESPONSIBILITIES: 

· Work closely with the Events Manager to set yearly outreach and fundraising goals

· Work closely with technology and donations staff to ensure proper donation management

· Manage the placement and coordination of marketing tools and outreach with communications team

· Manage day to day communications and correspondence with program participants and fundraisers to ensure continued participation and project satisfaction

· Work closely with cause marketing staff to ensure that fundraising events do not infringe upon any partnerships or sponsorships

· Develop program to maximize Foundation outreach and fundraising potential

· Monitor and maintain website pages with the assistance of the technology team

EDUCATION AND/OR EXPERIENCE: 
· Bachelor’s degree with a minimum of 2 or more year’s related experience in a non-profit and fundraising environment. 

· Computer literate in Microsoft Office, Excel and Kintera or similar business application.

TRAVEL:  None Required.
COMPENSATION: Position is temporary, ending on or around June 15th.
COMPETENCIES:

- To perform the job successfully, an individual should demonstrate the following competencies.  

Computer and Office Systems Experience – 

· Analytical – Synthesizes complex or diverse information; 

· Collects and researches data; 

· Uses intuition and experience to complement data;

· Designs workflows and work procedures;

· Communicates changes and progress; 

· Coordinates projects;

· Completes projects timely; 

Verbal and Written Communication​

· Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification
· Responds well to questions


· Participates in meetings
QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

LANGUAGE ABILITY:
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence and draft proposals effectively.  Ability to effectively present information and respond to inquiries from groups of staff, managers, volunteers and constituents.  

MATH ABILITY:
Ability to work with mathematical concepts such as probability and statistical inference.  Ability to apply concepts such as fractions, percentages, ratios, variance analysis and proportions to practical situations.

REASONING ABILITY: 
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form.

COMPUTER SKILLS: 
To perform this job successfully, an individual should have knowledge of word processing software; spreadsheet software; Internet software; and email.

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.

PHYSICAL DEMANDS - The 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.

While performing the duties of this job, the employee is required to sit.  The employee is occasionally required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms; talk and hear; lift weight up to 20 pounds.  Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

APPLICATION INSTRUCTIONS:  INTERESTED PARTIES SHOULD SUBMIT A COVER LETTER AND RESUME TO RESUMES@LAF.ORG (PLEASE WRITE TITLE OF POSITION IN THE SUBJECT LINE OF YOUR EMAIL) 
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