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[bookmark: example-of-college-job-description]Example of College Job Description
Our company is growing rapidly and is hiring for a college. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-college]Responsibilities for college
· Builds and actively manages a portfolio of donors and prospects to cultivate, solicit and increase philanthropic support of Ranken’s educational mission
· Plans and implements various development strategies through mail, phone, and personal visits aimed at building and expanding the current donor base
· Develops a detailed prospect list of gift projections, timing and restrictions and meets annual fund raising forecast
· Pursues a mix of major gifts and planned gifts with an emphasis on identifying and pursuing new major gift opportunities and increasing alumni giving and support
· Identifies and pursues new relationships with both individuals and companies to build a foundation for future support
· Maintains appropriate records, tracks activities and provides regular reports on results
· Provides timely follow up, including thank you letters, after donor visits and calls
· Provides other assistance as needed and requested
· Develop materials to support current and future programs
· Participate in a cross-functional team project
[bookmark: qualifications-for-college]Qualifications for college
· Some classroom teaching experience in a similar setting strongly preferred
· Bachelor’s degree required in English, journalism, education, mass communications, non-profit management or equivalent
· Five to ten years of progressive development experience
· Thorough knowledge of development, fundraising and major gift practices
· Experience in higher education or similar not-for-profit organizations preferred
· Ability to build and cultivate long-term relationships
