NATIONAL JEWISH POSITION DESCRIPTION

I.
JC  8200  JOB TITLE    DONOR RESEARCHER I             DATE   1985   


FUNCTION    DEVELOPMENT       DEPARTMENT     DEVELOPMENT            

II.
PURPOSE AND SCOPE


To research donors and prospective donors for the various development functions.


III.
SPECIFIC DUTIES


1.
Establishes research office, including developing a system for organizing and disseminating information gathered to appropriate user and assembling a donor reference collection.



2.
Responds to staff requests or initiates research activities, researching and studying prospective donor's financial, social and professional status.



3.
Reports findings to appropriate staff person who is evaluating the prospect or who would make a direct solicitation.



4.
Coordinates donor research information among national development staff, regional office staff, direct main staff, public affairs staff and president.
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IV.
FACTORS:
1-SCOPE OF INTERACTION:  Work unit

2-REPORTS TO (TITLE):  Mgr/Development Services

3-AMOUNT OF SUPERVISION RECEIVED:  Weekly

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

5-FORMAL EDUCATION:  Bachelor's degree in Marketing, Business or Liberal 

Arts

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

None

SPECIAL SKILLS:  Research techniques

CERTIFICATION OR LICENSURE REQUIRED:  None

7-DISCRETION/JUDGMENT REQUIRED:  Broad procedures

8-PLANNING (TIME ON JOB SPENT IN PLANNING):  Up to 1/3

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):  None

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

POUNDS TO BE LIFTED, ETC.):  Limited

