NATIONAL JEWISH POSITION DESCRIPTION

I.
JC  8150  JOB TITLE    HIGH DONOR TECHNICIAN            DATE  1989  


FUNCTION   MKTG/DEVELOPMENT       DEPARTMENT   DIRECT MAIL          

II.
PURPOSE AND SCOPE


To research computerized donor records and to data enter donor information into the donor file which is used by the entire development department.  To assign acknowledgement codes to all Joy and Memorial donations and to maintain the files.


III.
SPECIFIC DUTIES


1.
Assigns acknowledgement codes to all Joy and Memorial donations and maintains the files.  Notifies supervisor when a memorial file reaches $1,000 in donations.  Verifies unreadable names and addresses for typists.



2.
Prepares daily reports of Major and High Donor income.  Includes producing a computer printout for each donor on the report.



3.
Corrects addresses for High and Mid Donor returned mail.  Inputs database corrections, i.e., address changes, coding and special notes.



4.
Verifies Yahrzeit acknowledgements before they are mailed.  Assures the date of acknowledgements coincides with the Hebrew date.



5.
Produces monthly and weekly Account Change reports.  Lists those accounts that have moved from High Donor to Major and vice versa.



6.
Assists with special projects as needed.
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IV.
FACTORS:
1-SCOPE OF INTERACTION:  Multiple cost centers

2-REPORTS TO (TITLE):  Coord/High Donor Program

3-AMOUNT OF SUPERVISION RECEIVED:  Daily

4-DIRECTION OF STAFF (TOTAL NO. OF DIRECT AND INDIRECT REPORTS):  None

5-FORMAL EDUCATION:  Able to read, write and understand English and 

perform basic arithmetic computations

6-JOB EXPERIENCE (TYPE & TOTAL AMOUNT BEYOND FORMAL EDUCATION):  1 year 

experience in data entry

SPECIAL SKILLS:  Skills in use of CRT, filing systems, interpersonal skills

CERTIFICATION OR LICENSURE REQUIRED:  None

7-DISCRETION/JUDGMENT REQUIRED:  Specific procedures

8-PLANNING (TIME ON JOB SPENT IN PLANNING):  Own work

9-SCOPE OF ACCOUNTABILITY:  Own work

10-FISCAL YEAR DOLLARS UNDER COST CENTER SIGNATURE AUTHORITY OF THIS 

POSITION:  None

11-PATIENT/PUBLIC CONTACT (TIME ON JOB SPENT IN PATIENT/PUBLIC CONTACT):
Up to 1/3

12-WORKING HAZARDS (LIST SPECIFIC ONES):  One or more, including use of 

CRT for long periods of time

13-PHYSICAL DEMANDS (INDICATE STANDING, STOOPING, BENDING, TWISTING, 

POUNDS TO BE LIFTED, ETC.):  Limited

