SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Development Associate, KVCR-FM (Continued)

San Bernardino Community College District

Development Associate, KVCR-FM
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, assists the Development and Planning Supervisor in planning, coordinating, and implementing fund-raising activities including coordination of membership drives, contributions, stations publications, special events, computer data input, and grant proposals; prepares a variety of correspondence; and responds to a variety of questions from members and the general public.
representative Duties

The following duties are typical for this classification

1. Assists with the design, implementation, and coordination of all fund-raising and marketing/publicity activities for the station from inception to completion.

2. Assists with campaigns to increase annual financial contributions from individuals, families, and organizations through direct mail, underwriting, on-air promotions, and special events.

3. Writes, edits, and produces a variety of correspondence for both radio and television including letters to donors, pledge fulfillment reminders, renewal, and additional gift letters, solicitation letters to new donors, event letters, welcome and thank you acknowledgements, event and program information for the guide, mailing inserts, tax letters, and related correspondence.

4. Assists in coordinating and scheduling production of marketing communications materials for fundraising including ordering, printing, and delivery of materials, tracking inventory, and mailing production.

5. Assists in planning and overseeing the in-studio production of all live and pre-taped pledge breaks and segments for television and radio membership campaigns; researches and writes specific scripted material for all live and pre-produced local television pledge breaks.

6. Schedules and prepares on-air talent to represent the station for live pledge drive productions, pre-produced pledge breaks, and the creation of related station messaging and fundraising material.

7. Assists in developing, writing, and procuring underwriting grants for specified programs or general operations of the stations from businesses, foundations, government agencies, and other sources.

8. Assists in the coordination of volunteer activities and volunteer involvement with the station.

9. Assists in planning and organizing special events as necessary.
10. Performs data entry and manipulation of fund-raising functions on a computer; assists in preparation of various forms including bank deposits and reports to PBS, management, and other entities; sends declined transactions and non-sufficient funds notices as necessary.
11. Responds to member and general public inquiries in a courteous manner; provides information within the area of assignment; resolves complaints in an efficient and timely manner.

12. Serves as lead worker with assigned station personnel as necessary.

13. Attends and participates in professional group meetings; provides information within area of responsibility; maintains awareness of new trends and developments in the field of fundraising; incorporates new developments as appropriate.

14. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Operations, services, and activities of a public television and radio station.

Methods, procedures, and techniques used to successfully solicit funds from various sources.
Principles and practices of marketing and public relations.

PBS best practices regarding language, demographics, and fundraising.

Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.

Principles of business letter writing and basic report preparation.

Fundraising practices using direct mail, telemarketing, e-marketing, and on-air.

Principles and procedures of record keeping and filing.

English usage, spelling, grammar, and punctuation.

Pertinent federal, state, and local codes, laws, and regulations including philanthropic, commercial, governmental, and individual laws, regulations, and tax benefits applicable to fund-raising

Ability to:

Assist in the development, planning, and implementation of a comprehensive fund-raising program geared to specific goals and objectives.

Assist in evaluating the effectiveness of fund-raising.

Interpret and apply applicable federal, state, and local laws, codes, and regulations.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Adapt to changing technologies and learn functionality of new equipment and systems.

Plan and organize work to meet changing priorities and deadlines.

Meet critical deadlines while working with frequent interruptions.

Organize data, maintain records, and prepare reports.

Work independently in the absence of supervision.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade supplemented by college level coursework that includes 60 semester units of business administration, Radio/Television, marketing, advertising or a closely related field.
Experience:
Two years of experience in development, marketing, fund-raising, or sales, preferably in a public broadcasting environment.

License or Certificate:

Possession of an appropriate, valid driver’s license.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting; occasionally travel from site to site.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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