Springfield college office of development
student phonathon manager graduate assistant job description
The Student Phonathon Manager is responsible for the day to day planning and supervision of the phonathon program in coordination with the Development staff. The Student Phonathon Manager reports to the Director of the Annual Fund.

Responsibilities include:

1. Hire/train/supervise student callers (includes conducting interviews, planning and running training sessions, and overseeing the nightly calling sessions)

2. Provide on-sight supervision of nightly phonathon sessions (includes motivating and assisting callers, monitoring calls and giving immediate feedback, and enforcing policies with the callers)

3. Maintain the phonathon center (keep materials neat and organized)

4. Maintain accurate records of calling sessions (includes keeping statistics and nightly update reports)

5. Plan and strategize with Development staff (attend staff meetings and other team meetings, work with staff to set goals and develop action steps to meet those goals, plan and review calling schedules as part of the overall solicitation schedule)

Qualifications:

Successful candidates should have demonstrated enthusiasm for Springfield College, the ability to motivate others, strong communication skills, the ability to work as part of a team, strong organizational skills, and must agree to abide by and enforce phonathon policies and regulations.

Working hours/compensation:

The Student Phonathon Manager position is up to 30 hours/week. The phonathon runs Sunday – Thursday nights during the academic year from 5:30pm – 8:30pm. (The manager should plan on 5-9pm). Other work hours are spent in the office preparing for and doing other phonathon related duties. Pay is $10/hour.
To apply:

Submit resume and letter of interest to Laraine Robison, Director of the Annual Fund, either by email (lrobison@spfldcol.edu) or mail to the Office of Development, 263 Alden Street, Springfield MA 01109. 
Questions? 

Call the Office of Development at 800-622-6072 or 413-748-3124.
