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PD No.:PD-3055(PD-3055) Prospect Research Analyst

Admin Analyst/Spclst 12 Mo-NE

Job Code: 8535

Admin Analyst/Spclst 12 Mo

Position no: SL-00010759

Executive Dir of Development

POSITION INFORMATION

Internal Team:* SL-University Development - 137500

Job Code/Employee Classification:*

MPP Job Code:

Position Number:

CSU Working Title:* Prospect Research Analyst

Reports To:*

Campus:* San Luis Obispo 

Division:* University Development 

College/Program:* UD-Fundraising 

Department:* UD-Fundraising - 201400

FLSA Status: Non-Exempt

SENSITIVE POSITION

Sensitive Position:  Yes    No

Job Summary/Basic Function:* Under the general supervision of the Executive Director of Development, the Prospect Research Analyst
serves as a partner to Development staff across the university. This includes partnering with
development officers to optimize fundraising portfolios and actively manage and forecast the university’s
pipeline of gifts. The position will build, evaluate, maintain, and rate a qualified pool of prospects using
wealth screening data and other available tools. The position serves as a campus contact and resource
for information regarding major donors and prospects. and applies independent judgment, makes
decisions, and interpret policies and procedures necessary for the identification, evaluation and tracking
of major gift prospects and donors.

Minimum Qualifications:* Equivalent to graduation from a four-year college or university and one year of technical or administrative
experience.  

A graduate degree in a related field may be substituted for one year of the required experience.
Additional qualifying experience may be substituted for the required education on a year-for-year basis.
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Required Qualifications: Demonstrated customer service experience requiring a very high level of diplomacy and professionalism. 

Ability to interpret, apply and communicate on a wide variety of policies and procedures relating to and
impacting prospect research and fundraising. 

Demonstrated ability to maintain a high degree of confidentiality. 

Working knowledge and experience in prospect research, development, fundraising, market research,
and/or relevant experience. 

Demonstrated knowledge of biographical and financial reference sources and ability to gather information
effectively from a variety of resources with the ability to analyze data and make accurate projections. 

Ability to compile, write, and present reports related prospect research findings. 

Excellent computer skills and proficiency with a variety of computer applications including word-
processing, spreadsheets, databases, on-line systems, Internet as well as online calendaring and email 

Excellent communication skills: ability to effectively communicate information in a clear and
understandable manner, both verbally and in writing. 

Ability to initiate, establish, and foster communication and teamwork by maintaining a positive,
cooperative, productive work atmosphere in and outside the University with the ability to establish and
maintain effective working relationships within a diverse population and with those from various cultural
backgrounds. 

Excellent organization and time management skills with the ability to set own priorities to coordinate
multiple assignments with fluctuating and time-sensitive deadlines. 

Working knowledge of or the ability to quickly learn University infrastructure, policies, and procedures 

Preferred Qualifications: Demonstrated skills in an institutional/educational environment utilizing a customer-oriented and service-
centered attitude. 

Experience in a higher education or similar Development setting. 

Knowledge of research systems in a university fundraising environment. 

Understanding of and competency with the Association of Professional Researchers for Advancement
(APRA) Advanced Skill Sets. 

Knowledge of Ellucian Advance, Lexis Nexis Development Professional and other electronic resources. 

Special Conditions: Must be able to work overtime, occasional holidays, and adjust working hours to meet special jobs. May
be called back periodically to perform work as needed on an emergency basis. 

Must be willing to travel and attend training programs off-site for occasional professional development. 

Must be able to successfully pass a pre-employment background/fingerprint check. 

The person holding this position is considered a 'mandated reporter' under the California Child Abuse
and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive
Order 1083 as a condition of employment.  

This position classification has been defined as non-exempt and is subject to the overtime provisions of
the Fair Labor Standards Act (FLSA).  

License / Certification:

Mandated Reporter:*
Limited - The person holding this position is considered a limited mandated reporter under the California
Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU
Executive Order 1083, revised July 21, 2017.

NCAA:  Yes    No

Conflict of Interest:* None

Supervises Employees:*  Yes    No

Job Duties



12/22/21, 3:33 PM Prospect Research Analyst - PageUp People

https://calstate.dc4.pageuppeople.com/v5.3/provider/manageJobs/editJob.asp?sData=UFUtVjMtWE7sth7vuhQ8E3nTAzly42h-0jHtg21N6L2RudNPPpRWlfMyj7yQxVZs4PaxC1Tk47Lbgk-rESJJtwkdMNX4g2eRXbtE4o… 3/3

Powered by PageUp

JOB DUTIES

% of time  Duties / Responsibilities  
Essential /
Marginal

90  Research 
 
Compose in-depth and detailed research on individuals, corporations, and foundations that are 
current or potential donors to the university.  
 
Provide prospect research information to the President, University Development leadership and 
development officers, making recommendations based on findings. 
 
Responsible for creation and coordination of prospect/donor background/bio/event information 
and documentation, including for presidential events, engagement, and meetings that supports 
fundraising strategy and success. 
 
Proactively identify and evaluate potential donors according to interest, university affinity, and 
financial giving capacity for follow-up by development officers. 
 
Utilize constituent data and predictive modeling tools to identify prospective donors for 
development officers to qualify, cultivate, solicit, and steward.  
 
Partner with development officers to review and maintain the proposal pipeline and ensure 
accurate forecasting.  
 
Qualify and implement results of screening data. 
 
 
Prospect Management 
 
Manage and prioritize the assignment of donors/prospects and cultivation, stewardship, and 
solicitation approaches supported through the evaluation and assessment of highly confidential 
donor/prospect information. 
 
Develop and evaluate portfolios on current donors and future prospects. 
 
Build, evaluate, maintain, and rate a qualified pool of prospects using wealth screening data and 
research tools. 
 
Support the maintenance of the prospect module of Advance to track all major fundraising 
activities and ensure data integrity and accuracy. 
 
 
Training and Departmental Support 
 
Keep informed of the trends of philanthropy, charitable giving, and the central issues of 
fundraising at Cal Poly. 
 
Keep abreast of and evaluate research methodologies, qualification processes and prospect 
management. 
 
Evaluate and maintain the quality and relevance of the resources for prospect development, 
electronic database screening or analytics process. 

 Essential

10  Perform other job-related duties and special projects as assigned. 
 
Attend training and maintain skill currency as appropriate to safely and effectively complete 
assignments. 

 Marginal

USERS AND APPROVALS
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