NATIONAL JEWISH POSITION DESCRIPTION

I.
JC  8170  JOB TITLE    LEAD HIGH DONOR CORRESPONDENT    DATE  1985  


FUNCTION     DEVELOPMENT          DEPARTMENT     DIRECT MAIL        

II.
PURPOSE AND SCOPE


To respond to all correspondence from donors and to coordinate scheduled solicitation mailings to $100+ donors.


III.
SPECIFIC DUTIES


1.
Responds to all correspondence from direct mail donors, to include selecting appropriate form letters to use and, when no form letter is appropriate, writing personal letters or making personal phone calls to donors.



2.
Coordinates acknowledgement letters, ordering paper and supplies, reviewing high donor file for donor potential, accuracy, arranging for printing and production of mailing and overseeing mailing.



3.
Reviews $100+ Direct Mail and Major Gifts donations to ensure proper program receives donation credit and donors are properly transfered between programs.



4.
Liaison with other departments staff for the proper transfer and handling of donor accounts between programs.

IV.
FACTORS:
1-SCOPE OF INTERACTION:  Work unit

2-REPORTS TO (TITLE):  Spvsr/Direct Mail Support Services

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 arithmetic computations

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

letter correspondence experience

SPECIAL SKILLS:  Good letter writing skills and able to proofread and edit; able to use typewriter

CERTIFICATION OR LICENSURE REQUIRED:  None

7-DISCRETION/JUDGMENT REQUIRED:  Broad procedures

8-PLANNING (TIME ON JOB SPENT IN PLANNING):  None
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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):
1/3 to 2/3

12-WORKING HAZARDS (LIST SPECIFIC ONES):  None

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

POUNDS TO BE LIFTED, ETC.):  Limited

