POSITION CLASSIFICATION QUESTIONNAIRE FLSA EXEMPT CLASSIFICATION

Department: Winthrop P. Rockefeller Cancer Institute

Incumbent: 
Work Schedule Location: Varies

Working Title: Executive Director of the Cancer Institute Foundation Fund
 Immediate Supervisor/Title: Director, Winthrop P. Rockefeller Cancer Institute.

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

This position reports directly to the Director of the Cancer Institute and is responsible for the strategic planning and management of the Foundation Fund Board and the institute’s community affairs programs. Position also participates in development/fundraising activities and is responsible for all personnel and administrative functions of the foundation office including its operating budget. Excellent oral and written communication skills and decision-making skills are required; ability to think independently while fostering team interactions is essential in this highly visible position. Travel, evening, and weekend work will be required from time to time.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)
30% Strategic Planning and Management of Office
· Works with Cancer Institute senior leadership as well as the executive committee of the Foundation Board and its committee chairs to direct and implement strategic planning for all aspects of the foundation and the institute’s community affairs program. The position will also lead efforts to develop and implement the infrastructure necessary to support development activities such as a grateful patient program or on-line giving. The director represents the Foundation Board on Cancer Institute, UAMS or University of Arkansas System committees or at community events; facilities internal coordination of institute activities with UAMS Institutional Advancement, Office of Communication, and other UAMS divisions.

· Responsible for the management of staff, including recruitment and selection, training, career development, and performance evaluations.

· Oversees business operation of the office and Foundation Board; develops and manages annual operating budget. Works with financial director to ensure appropriate donor records, receipts, acknowledgements, and reports.
· Maintains professional development through participation in professional organizations, meetings or seminars as needed; accepts other duties as assigned.
45% Cancer Institute Foundation Development Activities
· Directs and works with Director of Development in recruitment of corporate and major donors, planned gifts, and contact of grateful patients.

· Plans and oversees activities related to Gala, annual giving and direct mail campaigns, donor recognition, and fundraising events. Ensures development of material to support these activities.

· Assists in preparation of proposals for foundations, corporations, and certain granting institutions.

25% Cancer Institute Foundation Board/Committees
· Works with executive and other committee leaders to direct activities of the Foundation Board and its committees, including quarterly meetings, special events, and fundraising. Ensure administrative support for all Board functions. 

Position Supervises and Leads (name/title/brief description) Direct: 4
Indirect: 3
Budget Responsibility (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed)
Direct: will assist in the preparation of the Cancer Institute Foundation Fund operating budget 
Indirect: Will be responsible for Cancer Institute Foundation operational financial matters

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

Will take responsibility for all assigned projects under the direct leadership of the Cancer Institute director.
Interaction (describe type and frequency of interaction with internal staff, other department, visitors, and outside organization)

Will interact with UMS/U of A/Cancer Institute faculty and staff, elected officials, volunteers, donors and the general public.

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): None

Equipment Used in Position (type and percent time)

Person in this position should possess the skills to use modem computer software applications including word processing and spread sheet projects
Minimum Qualification (knowledge, skills, and abilities needed upon entry into the position)

_Ability to Follow Oral Instruction

_Ability to Read and Write

_High School, GED or formal education equivalent

X_ Baccalaureate Degree, Type/Major: Business, Marketing, Public Relations or related field
__Advanced Degree, Type/Major: Business, Marketing, Public Relations or related field

_Professional License/Certification:

_X_ Direct Work Experience, Length/Type: 5 years progressive development activities

X Other: Supervisory Exp.

Preferred Qualifications:

Excellent oral and written communication skills
Supervisory experience

Strong organizational skills

Knowledge of the local and statewide business and community leaders and donors
