POSITION TITLE:   DIRECTOR OF DEVELOPMENT

CLASS CODE:     OB52                

POSTIION SUMMARY 

The Executive Secretary/Administrative Secretary works under supervision and is responsible for providing administrative support to higher level management in state agencies/institutions of higher education.  This position is governed by agency/institution policy. 

EXAMPLES OF WORK 

1. Create a development plan for the College of Public Health and work with administrators, faculty and other staff in the college to implement the plan to solicit funding support from individuals, corporations and foundations to support the College and other UAMS programs. 

2. Work to solicit funding support from individuals and corporations to support the College and other UAMS programs.
3. Identify foundation funding opportunities and develop proposals.

4. Develop and implement methods to maintain contact with and ongoing involvement of College alumni with the COPH

WORKING RELATIONSHIPS 

Extensive interaction with faculty and staff across the College of Public Health, with the Vice Chancellor and other staff in UAMS’ Development and Alumni Affairs Office, with visitors and with outside foundations and other organizations is essential.
SPECIAL JOB DIMENSIONS 

Supervise a 0.25 FTE of an Administrative Assistant. A great deal of independence is expected in this position as the individual pursues development activities for the College of Public Health.
KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of fund raising. 

Knowledge of methods to maintain contact with College Alumni. 

Ability to interact with faculty and staff across the College of Public Health. 

Ability to develop and write proposals. 

Ability to identify foundation funding opportunities. 

MINIMUM QUALIFICATIONS 

Bachelor’s degree plus 5 years fundraising experience OR Master’s degree plus 3 years fund raising experience.
