[image: image1.png]TRENTE®

UNIVERSITY



Department of Human Resources

Exempt Job Description

Job Title: 

Associate Vice President, Development


Job Number: 

X-271




Band: 

11
NOC:

0124



Department: 

External Relations and Advancement





Supervisor Title: 

Vice President, External Relations and Advancement

Last Reviewed:

July 18, 2012


Job Purpose

Reporting to the Vice President External Relations and Advancement, this position provides leadership in securing philanthropic support for the institution by developing and implementing a comprehensive fundraising plan. Scope of the plan includes annual, major and legacy gifts, prospect identification and research, cultivating relationships with potential donors, gift solicitation, stewardship and fund management, and building an internal climate conducive to success. The incumbent is an internal leader at the University, forging faculty and staff relationships to foster a philanthropic culture, and a visible and respected representative externally, building profile and connections to attract support.

Key Activities

Develop and Implement an Institutional Philanthropic Plan: 

1. In conjunction with the VP ERA, develop an annual and long term fundraising plan to maximize revenue to the University and ensure successful completion of the $50m comprehensive campaign. 

2. Lead staff to develop targets, strategies, tactics and budgets for annual giving, major gifts, legacy campaign and foundation granting. Monitor implementation and adapt as necessary.

3. Work with the PVP and Deans to develop a list of philanthropic priorities around which to build the case for support. Maintain a strong knowledge of the University’s programs, plans and priorities to ensure alignment and to surface emerging opportunities for donor/ prospect engagement and giving.

4. Work with internal and external staff to develop the necessary strategies (e.g. media plan) and tools (case for support, brochures, website, proposals) to market the campaign and support gift asks.

5. Identify, recruit and support volunteers in leadership and fundraising roles.

6. Ensure effective stewardship of donors and volunteers, including reporting on their gifts, contact strategy, recognition, naming, events and appreciation plans. 

7. Oversee/ lead development of a prospect identification, rating and management system, including analytics and data mining.

8. Create events and tools to cultivate potential donors and build their interest/ involvement with Trent.

9. Design giving programs, develop gift agreements and institute minimums for establishing bursaries/awards/ scholarships to attract donors, but also to optimize administration associated with the implementation of these gifts.

Major Gift Solicitation;

1. Personally manage a portfolio of major/ transformational gift prospects and donors, developing strategies to cultivate their interest and working with them to secure gifts that advance the university’s mission, increase their connection to the University and provide a platform for continued engagement. 

2. Lead and ensure effective stewardship of assigned donors.
3. Provide support and guidance to VP ERA, President, Deans and lead volunteers in building relationships and making asks of prospects assigned to them.
Building & Developing the Advancement Team:

1. Make recommendations on staffing structure to support the philanthropic plan.
2. Recruit, hire, motivate and develop staff to succeed. Set and monitor high standards for customer service.
3. Set annual targets (for fundraising staff) and development goals for all members of the team. Conduct annual performance review.

4. Investigate and implement funding models to provide the resources necessary to build the team.
5. Involve Director Alumni Affairs and Manager of Corporate Research Partnerships in the work of the advancement team to coordinate efforts.
Effective Advancement Systems;
1. Ensure strong systems are in place to manage contact with donors and alumni utilizing Raisers Edge, with policies, procedures and staff training to fully utilize these systems.
2. Develop and monitor policies, procedures and practices to protect data and ensure confidentiality.
3. Liaise with volunteers, staff and faculty to ensure coordinated approaches to donors, through a prospect clearance system.
4. Maintain strong knowledge of relevant rules and regulations, ensuring Trent adheres to all requirements including receipting practices, T3010 submission, CRA reporting and lottery licenses as applicable. Provide assistance to internal departments (e.g. library, athletics) in these matters.

5. Develop, monitor and report on appropriate benchmarks and key performance indicators.
Planning & Administration;
1. Ensure appropriate utilization of donated funds by working with internal departments (financial aid, program leaders, finance, research office) to respect designations, oversee allocations process and maximize disbursements and where necessary, work with donors to increase flexibility of purpose.
2. Develop and provide plans, reports and information as requested for the Advancement Committee and Board of Governors.  Support the VP External Relations & Advancement in assisting the Advancement Committee to accomplish its annual workplan and objectives.

3. In collaboration with the VP External Relations & Advancement, develop, implement and monitor policies, procedures and practices for sponsorship (and related partnerships), gift acceptance and philanthropic naming, and other philanthropically-based issues and opportunities.

4. Develop, oversee and monitor implementation of annual budget for Advancement activities, including cost recovery requirements.

Leadership;
1. Working with the VP External Relations and Advancement, institute efforts to build a philanthropic culture within Trent to maximize collaboration to secure gifts, participation by faculty in cultivation and stewardship efforts, and increase giving by faculty.
2. Develop a collaborative and collegial relationship with colleagues across ERA to ensure effective coordination of activities.  

3. Serve as a member of the ERA senior management team in ensuring the success of ERA’s collective objectives and endeavours.  As required, represent the VP External Relations & Advancement internally within the university or externally within the community.

4. Participate in cross-functional university committees to build relationships and profile for the department, and to increase understanding of the university’s priorities.
5. Attend community events and participate on boards/ committees to develop profile, understand community priorities and attitudes towards Trent, and build networks with prospects and potential volunteers.
6. Participate in sectorial and professional activities to build networks of contacts, position Trent as an attractive employer and gain insights on best practices. 
Analytical Reasoning
High level of analytical reasoning is required as there is little to no repetition in the job and every encounter with a donor will be unique. There are multiple issues to consider in seeking and accepting a gift and ensuring it can be used as desired.

For example:

· A donor wishes to make a large gift to a certain program. The faculty member responsible for this area may not share the same vision of how this gift could be used. The incumbent needs to navigate and negotiate this potentially difficult situation to align these interests and ensure the gift is made and used as intended

· With limited resources we can only cultivate a short list of potential donors, and based on often limited information, the incumbent must determine which prospects should be approached first, and determine who can introduce us and how to build the prospects’ interest in Trent

· In addition, managing large-scale data and records related to prospects, donors and alumni, and analyzing financial results related to campaigns, programs and appeals requires a high level of analytical skill.

Decision Making

Complex decision-making on a daily-basis includes examples such as:

· Which funding priority to present to a donor

· How to respond to a donor who is unhappy with how their gift has been utilized

· How to engage an uninterested faculty member to help secure a key gift

· How to support/ structure an under-resourced team to meet multiple important priorities

Negotiation, problem-solving and decision-making with staff in portfolio and across the university, as well as with external donors, volunteers, stakeholders and suppliers

Experience, discretion, tact, and judgment are required on a daily basis

Impact

Impact is far reaching and includes University reputation, revenues, relationships with faculty and volunteers, regulatory agencies and our status as a charity, and future giving. For example:

· A breach of confidentiality of donor financial information or giving history could irrevocably damage a relationship and result in lost revenue (could be significant, e.g. multi-million dollar gift could fail), and damage the University’s reputation

· Failure to adhere to CRA regulations could result in revocation of our charitable license

· Successful philanthropic plan implementation will generate millions and millions of dollars for the University to pursue its mission

Education Required

Honours University Degree (4 year). CFRE desirable.

Experience Required

1. Minimum ten years’ experience in advancement/ fundraising (or five+ years’ experience in fundraising leadership role, with five years in related role e.g. sales or marketing), with demonstrated experience in;

a. securing six figure gifts

b. major/ transformational gifts strategies and moves management

c. capital campaign planning

d. knowledge of all forms of giving

e. knowledge of relevant current tax and privacy laws and guidance

f. recent leadership role for a team of fundraising professionals

2. Outstanding interpersonal and communication skills. Able to interact professionally and comfortably with a wide range of internal and external stakeholders.

3. Superior judgment and demonstrates tact and diplomacy. Able to identify and deal effectively with complex and difficult ethical issues.

4. Excellent leadership ability; proven success in motivating teams and inspiring action by staff and volunteers.

5. Proven planning and administrative ability; establishing goals and accomplishing them.

6. Juggle multiple priorities, maintain calm under pressure, flexibility and adaptability to respond to opportunities, effective organizational and time management skills.

7. Willing to travel and flexibility to work evenings and weekends as required.

8. Innovative and resourceful; able to operate within ambiguous and changing environments.

9. Collaborative and collegial.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Senior/ Development Officers (currently 1, plan is to add 1 more) - develop relationships internally and externally to solicit gift and steward donors; design plans for specific campaigns e.g. Legacy campaign, recruit and support volunteers
· Annual Giving Coordinator & Annual Giving Assistant - develops and implements plans to solicit annual gifts, supervises teams of 30 students to call donors
· Manager of Administrative and Information Services - develops and implements information technology systems to maintain confidential donor and alumni information
· Donations Coordinator - processes donations and thank-you letters, ensures donations are properly applied to the right fund
· Student researcher and interns - develop background information on donors and prospects
· Research Officer (new position to be added) - undertakes primary and secondary research to identify potential donors, their interests and capacity
· Stewardship Manager - develops and implements plans to thank, recognize, inform and involve donors to ensure repeat giving
Communication

Internal:
· President, Vice Presidents, Deans, Faculty

· Finance Department

· ERA staff
External:

· Volunteers, including Board members and Advancement Committee

· Major and leadership donors – these may be significant public figures, with national or international profile 

· Complaints or concerns emerging from Annual Fund contacts

· Community leaders and the Trent Business Council

· Government contacts (CRA and MTCU) related to programs such as OTSS, policy issues

· Allied sectorial contacts on policy and best practice issues

Motor/ Sensory Skills

· Typical skills related to an office environment (keyboarding, mouse manipulation) etc.

· Mobility required for occasional travel and participation in indoor or outdoor events

· Occasional lifting of boxes or materials

· Hearing, speech and visual: remote and face to face communication, negotiation and presentations

Effort

Mental:
· Competing priorities and multi-tasking

· Critical analysis, both in terms of data and financial information, prospect research, strategic planning and content

· Contract review, policies and procedures

· Human resources matters and challenging personnel issues

· Creative ability to find solutions to complex problems

Physical:
· Office environment

· Long periods of time spent keyboarding, in meetings

Working Conditions
Physical:
· Office environment (2nd floor requires staircase accessibility)

· Long periods of time spent keyboarding, in meetings

Psychological:
· Stress resulting from demands of the job and the pressure to raise substantial funds in a highly competitive environment

· Competing priorities and significant multi-tasking

· Supporting staff in an under-resourced unit 
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