Part Time Student Position

Department: Development
Position: Annual Fund Student Caller
Listed below are a few of the responsibilities associated with the position of: Annual Fund Student Caller
1. Be able to work six to ten hours per week during preferred calling times M T W F 12 – 3 p.m. and 
5:30 – 7 p.m. talking to LIFE alumni and parents. Calling times listed are preferred but department is willing to accommodate hours.  
2. Gain an understanding of the college and its annual needs for financial support 
3. Serve as an ambassador by establishing an open and engaging line of communication between LIFE and its supporters 
4. Call constituents (alumni, parents and friends of LIFE) to renew, increase, and acquire gifts to the Annual Fund
5. Update constituent information and inform constituent of campus news
6. Excellent verbal and written communication skills required
7. Maintain all annual fund information with confidentiality
8. Ability to react quickly to questions and concerns from constituents 
9. Assist staff as needed with a variety of administrative duties
10. Must sign a confidentiality agreement
11. Submit payroll or hours worked in Web Advisor each week, on time
QUALIFICATIONS AND EXPECTATIONS
· Must be a Life University Student 

· Excellent verbal communication skills and legible handwriting  
· Have a friendly and enthusiastic approach 
· Proficient in using the computer; data entry, all Windows applications, researching and surfing web 
· Willingness to speak with ease on the phone with people you don’t know
· Good representative of University and respectful of people’s opinions 
General Qualifications: 

· Must be a Life University student that has been awarded work study funds

· Must present a valid work study award letter to HR and hiring department

· Must pass interview and specific requirements associated with the work study position.

· Must pass all HR hiring requirements

Send all requests to the link posted on our website along with a copy of your award letter, name, email, phone number and position you’re interested in.  

Thank You!
