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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

DIRECTOR OF COMMUNITY RELATIONS AND RESOURCE DEVELOPMENT
DEFINITION:  

Under the general supervision of the College President, the Director of Community Relations and Resource Development is responsible for community relations and resource development projects, consistent with the Mission of the College, to help provide added resources to meet the instructional and campus needs of a diverse community, including but not limited to:  solicitation of donations, fundraising including planned giving, annual giving campaigns, capital campaigns, endowments, planned annuities, scholarship, corporate giving, academic and campus program donations; major event planning, foundation leadership and training, alumni development, and community involvement as it relates to generating external sources of income to support the campus.
EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

Serves in a leadership capacity in developing the capacity of the College to generate external sources of income to support instructional and campus needs, including the development and on-going support of student scholarships.

Supervises the College Scholarship Program, Scholarship Awards, Donor Recognition, and student receipt of scholarships in conjunction with the Campus Business Office.

Prepares and develops promotion and marketing strategies, advancing the image and purpose of the College and the Foundation.

Maintains up-to-date contact, donor, and potential donor information and data.

Uses appropriate technology and data systems to manage and monitor gifting, donor data bases, and donations for planning and recognition purposes.

Provides leadership in the development of donor recognition programs.

Identifies external sources of income to assist the College in attaining its objective by identifying, cultivating and soliciting gifts from both individuals and public and private institutions, including but not limited to:  the solicitation of donations; fundraising including planned giving, annual giving campaigns, capital campaigns, endowments; planned annuities, scholarships, corporate giving, academic and campus program donations; major event fundraisers.

Identifies and analyzes new fundraising opportunities, works with others to solicit funds and in-kind gifts, and identify and design special events to support fundraising efforts.

Serves as the Director of the Foundation and manages the overall function of the Foundation, developing annual goals, training, preparing meeting agendas, Board handouts, minutes, and other relevant materials, and accountability for the overall operations of the Foundation.

Establishes, maintains and adheres to guidelines for maintaining the confidentiality and security of all Foundation matters.  These guidelines take into account the nature of the Foundation’s role in the community and the need to safeguard Foundation records.  Such records include all Foundation documents, reports, records, data, minutes or analysis of such materials performed by the Foundation.  This also includes information regarding donors, donations, pending grants, investments, contracts and agreements entered into by the Foundation, policies and processes of the Foundation, financial information and business records of the Foundation and the like.

Serves in a leadership role in developing Alumni capacity building, furthering alumni membership, programs and services, involvement, and giving.

Prepares and disseminates the Community Relations and Resource Development Annual Report.

Providing general support to the Foundation working directly with the Foundation President.

Ensures that the Foundation’s Treasurer oversees the Foundation’s funds, maintains accounts payables/receivables, safeguards tax records, follows tax requirements, and satisfies the Foundation’s insurance needs.

Maintains official records and documents of the Office of Community Relations and Resource Development, including corporate documents and federal (e.g., IRS) and state filings, to ensure compliance with all federal, state, and local regulations and Foundation requirements.

Establishes and manages the Office of Community Relations and Resource Development and the Foundation’s website, including online donation process and updates.

Acts as spokesperson on behalf of the Office of Community Relations and Resource Development and the Foundation at the College and at community events.

Attends and participates in local, regional, state, and national professional development opportunities.

Other related duties as assigned.

MINIMUM QUALIFICATIONS:  

Education and Experience

· Bachelor’s degree and relevant coursework or equivalent 
· Three (3) years full time equivalent work experience in marketing, community relations, and fundraising/development, preferably in an educational setting.
KNOWLEDGE AND ABILITIES:

Knowledge

Knowledge of principles, methods, procedures, and strategies of community relations, marking, promotion, fundraising, Foundation, scholarship, and alumni development; planning and implementation of development programs using college and community resources; development of offices processes and methods; use of technology in maintaining accurate alumni and donor data; public relations and marketing practices; and community college culture, procedures, and regulations.

Ability
· Ability to plan, organize, and coordinate multiple activities; lead community volunteers as effective fundraisers and representatives of the institution; communicate effectively both orally and in writing; use technology and software to maximize alumni and donor data; establish and maintain cooperative relationships in a diverse learning environment between the College, community, and key individuals, and with all persons contacted in the course of work.
WORKING CONDITIONS
Work primarily performed in an office environment.  Must be able to see to read printed materials, must be able to speak clearly to communicate in person and over the telephone, hear and understand speech at normal levels.  Must be able to sit or stand for extended periods of time.  Must have dexterity of both hands to operate keyboard and other office equipment.  Must be able to lift or carry objects weighing up to 25 lbs
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