	Loaned Executive – Resource Development



	Vision 

Be “At the heart of the Solution” for human services in Pierce County
Mission
Make measurable improvements in the lives of people in our community
keys to Success:
Be the preferred choice for people to connect with their community through gifts of time, talent, money and products.

Partner with others in the community to support strategic programs and collaborations that focus resources on key human service issues.

Increase resources to support human services in the community.
Operate a fiscally responsible organization driven by the values of our community.
Reports to
Assigned
Sr Account Executive
Pay Band
temporary
$500.00 per week + mileage
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	Position Mission
Provide leadership, fundraising and teamwork skills. Assist local employers to plan, implement and run successful United Way campaigns. Serve as United Way spokesperson, conveying the needs of the community, specifically in the area of health and human services. 

Key Accountabilities

CAMPAIGN PLANNING/ACCOUNT MANAGEMENT

· Attend orientation and training sessions.

· Analyze past giving history of each assigned account and work with United Way staff to establish and record current status.
· Maintain accurate, comprehensive account files. Do ongoing paperwork, accounting reports and appropriate acknowledgements to campaign volunteers. Write and file background notes on each account and update computer records as required.
· Collect and deliver supporting sales and campaign materials to assigned accounts.

· Provide excellent customer service support.  Arrange for speakers, displays or materials from agencies for employee presentations.  Arrange agency tours as necessary.
· Keep staff fully informed of campaign progress.
· Participate as part of Loaned Executive team, supporting other team members by sharing responsibilities.  Attend weekly Loaned Executive meetings and all campaign related events.
· Evaluate campaign efforts and make recommendations for the following year’s Loaned Executive team.
 FUNDRAISING
· Successfully develop, organize and implement campaign strategies by working with campaign coordinator/volunteers for assigned accounts

· Educate employees about the value of United Way. 

· Provide excellent customer service support 

· Arrange for speakers, tours or materials from agencies for employee presentations  

· Identify and make contact with new business prospects. Cultivate new workplace partnerships between prospect accounts and United Way of Pierce County

· Assist in implementation of donor relation strategies and efforts.
· Work with volunteers to secure corporate contributions and/or personally contact CEO’s of assigned accounts

  PUBLIC SPEAKING

· Make United Way presentations at campaign rallies and ask for contributions.  

REPORTING AND MONITORING RESULTS

· Submit all reports and contributions to the Accounting Department in a timely manner.
· Manage giving history, account files, data reports, acknowledgement 
letters and updates for all assigned accounts
· Evaluate campaigns; make recommendations for the following year. 

The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this position. They are not intended to be an extensive list of all duties, responsibilities and skills required of employees so classified.

Qualifications
Excellent customer service skills
Persuasive presentation skills

Sales and/or fundraising experience

Knowledge, Education and Experience

Team-oriented person
Self motivated, takes initiative to engage in new projects and works well independently.
Flexible person, ready to change direction quickly when needed

Strong interpersonal skills

Excellent oral & written skills

Ability to prioritize, manage multiple projects and perform under stressful conditions

Must have reliable transportation, current auto insurance and current WA State driver’s license.  
Job Skills and Demonstrated Abilities 

Required - Windows 95 or above                   skill level good
Required - MSOffice – Word, Outlook            skill level good
Preferred - MSOffice – Excel                          skill level good
Preferred - Internet/Web                                 skill level good
Personal Attributes
Projects a poised and professional image.

Is committed to contributing to the community.

Is well organized, flexible and receptive to change.

Pays attention to detail, accuracy and quality.

Possesses a customer service orientation.

Community organization experience is preferred, and positive relationships already developed in the Pierce County community are desirable.




GIVE. ADVOCATE. VOLUNTEER. LIVE UNITED ™

