
Assistant Director Annual Giving and Alumni Relations - Development 
  

JOB SUMMARY:  Under the Direction of the Director of Annual Giving, the Assistant Director of Annual 

Giving will help the college reach the annual giving and alumni engagement goals through soliciting support 

from Young Alumni and other Alumni who are celebrating milestone reunions.  In addition, the role is 

responsible for designing messages and programs to encourage greater involvement with the College with other 

key audiences including parents, faculty & staff, and friends of the College.  

  

ESSENTIAL FUNCTIONS:  Responsibilities of the position include but are not limited to the following: 

1. Manage a portfolio of young alumni and reunion donor prospects to solicit annual gifts of any size. 

2. Create new annual giving strategies and creative content to engage recent and young alumni, who graduated 

within the last 10 years, and develop a more robust reunion giving strategy. 

3. Some travel is expected to meet with alumni. 

4. Help draft and manage messages for direct mail and email/online solicitations, along with related 

communications to our college community including special affinity groups and parents. 

5. Manage the process of working with the design and printing vendor to create, edit, and finalize direct mail 

solicitations, along with other FSC materials as needed.  

6. Assist with the development, management, and execution of giving campaigns, including Day of Giving and 

Giving Tuesday. 

7. Research best practices in the use of social media in fundraising; in conjunction with the AF team develop 

and implement a comprehensive social media strategy for annual giving utilizing Facebook, Twitter, blogs, and 

other social media outlets/platforms. 

8. In the event that the student worker fundraising program known as Phonathon is operational, the Assistant 

Director will manage the day-to-day planning, and implementation of the program. This includes recruiting, 

supervising, training and coaching of student managers and student callers, drafting segment-specific scripts 

and follow up communications; maintaining an effective pledge reminder system; monitoring caller work 

hours and time sheets; and following up with prospects to answer their questions/respond to their needs. 

9. Attend College events as necessary to serve as a host or assistant to other departments. 

10. Contribute to the success of the office of development by performing all other duties as needed to drive the 

vision, fulfill the mission, and abide by the values of the College. 

   

EDUCATION, WORK EXPERIENCE AND REQUIREMENTS: 
1. Bachelor’s degree required, preferably in communications, English, public relations, graphic design, or 

marketing. 

2. Minimum of one to two years of experience in higher education fundraising or equivalent required. 

3. Computer proficiency (Word, Excel, PowerPoint required; Publisher or similar publication design software 

preferred). 

4. Strong writing experience required 

5. Strong planning and organizational skills with a demonstrated track record of successful gift solicitations. 

6. Demonstrated ability to exceed all goals. 

7. Web, email, and social media experience required. 

8. Experience producing marketing plans and printed and electronic materials for fundraising and stewardship 

purposes preferred. 

9. Excellent written and oral communication skills, creativity, a strong sense of professionalism, ability to 

manage diverse types of work assignments, and the ability to maintain confidences.  

10. Weekend and evening work required. 

  

PHYSICAL DEMANDS: 
1. While performing the duties of this job, employees are regularly required to sit, walk, and stand; talk or 

hear, both in person and by telephone; use hands repetitively to finger, handle, feel or operate standard office 

equipment; reach with hands and arms; and lift up to 25 pounds. 

2. Specific vision abilities required by this job include close vision, distance vision, and the ability to adjust 

focus. 



3. Must be able to regularly move about the campus freely to deliver materials and attend meetings. 

4. Position may require working long hours at a computer. 

  

WORKING CONDITIONS: 
1. Work environment characteristics described here 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 essential job functions. 

2. While performing the duties of this job, the employee is exposed to the typical office environment. 

3. The noise level in the work environment is usually minimal. 

4. The scope of the job frequently requires work at night and on weekends. 

5. Assignment is campus-based and not intended for remote work or work from home. 

  

About Florida Southern College 

Founded in 1883, Florida Southern College is the oldest private college in Florida. 
The College maintains its commitment to academic excellence through 70+ 
undergraduate programs and distinctive graduate programs in business administration, 
education, nursing, and physical therapy. Florida Southern has a 14:1 student-to-
faculty ratio; is an award-winning national leader in engaged learning; and boasts 30 
NCAA Division II national championships. It is ranked among the top 10 Regional 
Universities in the South by U.S. News and World Report; and is included in The 
Princeton Review’s 385 Best Colleges, The Fiske Guide to Colleges 2020, and Forbes 
magazine’s America’s Top Colleges Guide. The College is committed to the 
development of the whole student through vibrant student life programs that prepare 
graduates to make a positive, consequential impact on society. FSC is conveniently 
located within an hour’s drive of both Orlando and Tampa. FSC is home to the 
world’s largest single-site collection of Frank Lloyd Wright architecture and was 
designated a National Historic Landmark in 2012. Named the “Most Beautiful 
Campus in the Nation” for two consecutive years by The Princeton Review and one 
of the nation’s “Ten College Campuses with the Best Architecture” by Architectural 
Digest, Florida Southern is an internationally-recognized place of beauty and academic 
excellence. 
 


