POSITION CLASSIFICATION QUESTIONNAIRE
FLSA EXEMPT CLASSIFICATIONS



Department: Development and Alumni Affairs

Incumbent:  
Work Schedule/Location: 8 – 4:30 p.m., Hospital M1/133
Length of Time in Position:  3 ½ years 
Working Title:  Associate Vice Chancellor for Development
Immediate Supervisor/Title: Vice Chancellor

Position Summary (briefly describe the general purpose of the position)


The Associate Vice Chancellor for Development will report to the Vice Chancellor for Development and Alumni Affairs assisting in formulation of fund raising policies for UAMS; assist with the development communication and coordination; works with Development and Alumni Affairs annual fund and campus-wide annual fund activities; oversees the office of Gift Records; assist in the management of the Development and Alumni Affairs division to include, but not limited to, budget development and oversight, personnel policy, board oversight and development, and all fund raising procedures.

Additional duties include all development oversight for College of Medicine including supervising Directors of Development for College of Medicine, development of all major gifts programs for the College of Medicine.   Activately meet with the Dean of the College of Medicine to develop goals for fundraising for all programs and departments within the College of Medicine. 

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

· Develop written policy recommendations for the Vice Chancellor covering all aspects of fund raising and development activities at UAMS.

· Assist in the articulation of UAMS fund raising priorities and objectives and develop programs and strategies to lead to the successful attainment of the objectives.

· Assist the Vice chancellor in determining fund raising and development priorities for UAMS and the setting forth of priorities for meeting these needs.

· Develop job descriptions, advertise positions, establish search committees, carry out interviews, and make hiring recommendations for Development and Alumni Affairs.

· Conduct the Development and Alumni Affairs coordination efforts with all campus-wide development personnel.

· Assist campus-wide development programs and volunteers in identifying major donor prospects, generate prospect research, develop cultivation strategies, and coordinate solicitation of major gifts for UAMS.

· Review all major gift proposals, $10,000 and over, and assist campus-wide development personnel in staffing solicitations.

· Coordinate the development of case statements and strategic development plans for the priorities established by the Chancellor, deans, directors and department heads.

· Work closely with the Vice Chancellor, Research Assistant/Grant Writer, Planned Giving, and all senior development Officers campus-wide in planning and implementing fund raising programs and strategies for each area of responsibility.

· Staff the campus-wide annual fund management group.

· Manage the Office of Gift Records in cooperation with the Development and Alumni Affairs Business Manager to insure timely deposit, recording and acknowledgement of gifts; the timely and courteous mailing of pledge reminders; the keeping of accurate donor records; timely and organized reporting of gifts to UAMS; and, the appropriate recognition of gifts received through recognition groups and all development activities campus-wide.

· Personally solicit gifts for UAMS through a systematic plan of presenting a minimum of 50 proposals annually totaling a minimum of %5 million in proposal requests.

· Staff the UAMS Foundation Fund Board and all activities associated with the Board.

· Perform other duties as assigned by the Vice Chancellor for Development and Alumni Affairs.

Position Supervises/Leads (name/title/brief description)

Direct: 


Indirect:

J:\WORD\PCQEX1\BKM

Budget Responsibility (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed)

Budget development and oversight


Problem Solving/Accountability/Independence (direct responsibility for outcome of projects or decisions made)


This position is responsible for assisting with the management of Development and Alumni Affairs; overseeing donor records, the budget, personnel policies, and fund raising procedures.  

Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)


Daily contact with the development staff, other departments, Board members, and outside organizations


Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______


Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

N/A

Equipment Used in Position (type and percent time)


Computer


Telephone

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

_____Ability to Follow Oral Instruction, Read and Write

_____High School, GED or formal education equivalent

__X_  Baccalaureate Degree, Major  
_____Advanced Degree, Type/Major  
_____Professional License/Certification  
_____Work Experience (Length of Time, General and Directly Related)


Bachelor’s degree is required.  A master’s degree is preferred.  Previous fundraising experience and the ability to work with volunteers are required.  Other job related education or experience may be substituted--a minimum of five years preferred, health care fund raising experience preferred, previous management experience with not-for-profit organization(s) in major gift solicitation preferred, excellent organizational skills and computer knowledge.  


_____Other  MACROBUTTON NoMacro [Click here and type other work experience]

I have participated in the review of my job and agree with the above description.
Yes______No______Comments_____________________________________________________________________
Required Signature_______________________________Date_____________________________________________________
As supervisor of this position, I have participated in the review and agree with the above description.
Yes______No______Comments_____________________________________________________________________
Required Signature_______________________________Date_____________________________________________________


