Working Title:           Director of Community and Foundation Relations    
Job Classification:     Administrative   

FLSA Exemption:     Administrative

Department:              
Advancement
 

Purpose:  
This is professional work involving the administration of all Advancement related activities for the College.  
This position works very closely with the executive staff and senior administrative leaders to promote the College and its programs in the community and the surrounding service region. This position also works very closely with the Foundation's Board of Trustees in matters pertaining to the advancement of the College. 

Nature of Work:
The Director of Community and Foundation Relations reports to the President and is responsible for fundraising, community relations, public information, alumni relations, and internal communications.  The incumbent supervises approximately four employees and together they form the Office of Advancement.  

Duties and Responsibilities:

Provides leadership for the identification, cultivation, and solicitation of private giving and fundraising efforts.  
Develops and implements Alumni activities to further enhance financial support and positive public awareness of College.
Serves as the college’s liaison with the SGC Foundation; Coordinates all Foundation activities including the annual fund drive, capital campaigns, deferred giving programs, maintenance of donor records, scholarship programs, coordination of donor recognition, and coordination of meetings and activities of the Foundation and its committees. 

Coordinates the total community and public relations activities for the College including providing public information, directing special events programs and ensuring a positive image and consistency of the SGC brand.

Contacts corporate and foundation prospects through a variety of methods to include personal visits to solicit donations; Coordinates visits by other South Georgia College representatives on corporate and Foundation prospects.  

Responsible for developing and maintaining an Alumni and Donor database.

Supervises, coaches, and evaluates staff using proven and effective management techniques within the guidelines of College policies and procedures; provides training and development opportunities when appropriate. 

Assumes related responsibilities and performs other duties as assigned. 

Required/Desired Education and Experience:
An earned Bachelor's degree from a regionally accredited institution of higher education, supplemented by at least five years related experience. Master’s degree is preferred.
Demonstrated competence in two or more of the following areas of institutional advancement: public information, community and corporate relations, private and public resource development, marketing, and coordination of internal communications. Additional experience in alumni relations or other Advancement or College disciplines including fund raising, annual fund leadership, marketing, or communications in higher education or corporate environments is desirable. 
Demonstrated competence in working with community organizations and individuals. 

Demonstrated competence in public speaking. 

Understanding of the importance of Advancement to the College’s mission and strategic priorities and the importance of the college’s role in promoting the academic, economic and social vitality of the region and state.  

Required/Desired Knowledge, Abilities and Skills:
Strong managerial, leadership and supervisory skills necessary. 
Excellent oral, written and interpersonal communication skills. 

Strong organizational skills.

Demonstrates professionalism and maintains confidentiality.
Ability to offer innovate and creative ideas.

Demonstrate expertise in use of technology to reach a broad base of constituents; knowledge preferred specifically for the following:  Microsoft Office software; electronic mail, and Desk-Top Publishing. 
The candidate must have a valid driver’s license, personal transportation and be willing to travel and work nights and weekends, as required. 

Must be able to lift a minimum of 25 lbs. 

Supervision:
The Director of Community and Foundation Relations reports to the President.  This position 

supervises an Administrative Assistant, Alumni Relations Specialist, Public Information 

Specialist and a Publications/Graphics Specialist.

