JOB DESCRIPTION

POSITION TITLE:

Senior Relationship Manager
UNIT/DIVISION:

Resource Development 

REPORTS TO:

Associate Campaign Director

Purpose of Position: To manage all aspects of fund raising for assigned portfolios.
Key Responsibility Area:
Strategic Planning

Assist the Associate Campaign Director in formulating and implementing a long range strategic plan for the annual campaign effort.  
Key Responsibility Area:
Portfolio Account Management

Cultivate and maintain a comprehensive relationship with all portfolio accounts.  Track employment changes and key personnel changes.  Develop a year-round relationship with coordinators, senior level decision makers, and donors. Implement a comprehensive workplace campaign plan to effectively increase giving to the community fund. Develop an effective cultivation strategy for individual leadership donors $2500 and above on a year-round basis.
Key Responsibility Area:
Volunteer Support 
Identify prospective volunteers for strategic initiatives as outlined in the yearly campaign plan. Provide staff support to key portfolio volunteers within the Cornerstone and Roundtable portfolios as needed.  Cultivate year round relationships with key volunteers.  

Key Responsibility Area:
Individual/Corporate/Volunteer Recognition

Provide ongoing thanks and recognition. Develop key strategies to insure that appropriate volunteer, corporate, and individual community fund donors are recognized on an on-going basis.  

Key Responsibility Area:
Project Management & Staff Supervision

Oversee the development and implementation of specialized initiatives and external department projects as assigned. Assist the campaign director with staff supervision as needed. In addition to the responsibilities outlined above, other duties may be assigned to this position as required.

Job Relationships:
External: Chief executive officers, campaign coordinators and campaign volunteers.

Job Requirements:
Education:
Bachelor's degree 

Experience:
At least 3years experience in fund raising or sales related field. Supervisory experience preferred.

Skills:
Strong interpersonal skills; attention to detail; ability to conceptualize and develop strategies; strong oral and written communication skills.  Experience with MS Word, Excel, and PowerPoint.
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