The American Indian College Fund

POSITION TITLE:

Corporations Fundraising Coordinator
STATUS:


Full-time 
SUPERVISOR:

Corporations Development Officer 
POSITION SUMMARY

The primary responsibility of this position is generating grant funds through current and prospective corporate donors. The individual will research, write and submit funding proposals to local and national corporations, and American Indian tribes and businesses.  Critical and creative thinking related to prospect research and communication plans is required.  In addition, the position will require the individual to submit renewal proposals and grant reports to existing corporate and tribal donors. The position requires research skills relative to American Indian education, the economy, the tribal colleges and American Indian communities. The position also requires the individual to articulate the needs of the tribal colleges and universities and the American Indian College Fund.  The position will also manage the day to day clerical and administrative tasks associated with the Fund’s corporate relations. 
ESSENTIAL FUNCTIONS/RESPONSIBILITIES

· Responsible for helping to meet annual organizational fundraising goals though donor prospecting, grant writing and developing donor relationships. 

· Maintain existing relationships and communication with corporate and tribal donors. 

· Submit proposals and grant reports to existing corporate and tribal donors in a timely manner.

· Generate new avenues for funding through prospect research and stewarding relationships with potential donors. 

· Assist Development Officer for Corporations in securing meetings with current and prospective donors. 

· Responsible for updating constituent records using Raiser’s Edge (RE) database.

· Review corporate and tribal donations and documentation to ensure proper gift recording

· Acknowledge corporate and tribal donations

· Manage Corporate Matching Gift Programs. 
· Prepare staff update reports and other reports to support the management of corporate and tribal fundraising.
· Performs other duties as assigned.

REQUIREMENTS

· Demonstrated knowledge of grant writing and record of success in fundraising. 
· Willing to provide writing samples and summary of previous proposals.

· Working knowledge of American Indian education, the tribal college movement, American Indian tribal governments, Indian owned businesses, and Indian Gaming.  

· Knowledge of the local and national philanthropic sector.
· Demonstrated creative and critical thinking skills in prospecting new corporate and American Indian tribal donors. 

· Proven ability to work on a range of projects simultaneously with minimum supervision. Attention to detail and ability to meet deadlines.

· Knowledge of Microsoft Word, Power Point and Excel. 

· Must possess good people skills, team player and able to work closely with other people at all levels of experience and proficiency.

· Articulate and able to make presentations to potential donors by telephone and person to person interaction. 

· Knowledge of Raiser’s Edge (RE) software helpful but not required.  Willingness to learn RE.
· Demonstrated commitment to American Indian communities. 

· Bachelor’s Degree and 1-2 years of work experience. 
SALARY & BENEFITS

· Competitive salary and excellent benefits package.  

Please submit resumes to:

American Indian College Fund

Attn: Rick Waters
8333 Greenwood Blvd, Denver, CO 80221

Or fax or email to Rick Waters at (303) 426-1200 or waters@collegefund.org
