Assessment/Campaign Coordinator

Job Description

The Assessment/Campaign Coordinator will be responsible for providing administrative support to RDG professionals during the Assessment and Campaign process.  Primary responsibilities include:

· Printing and mailing Pre-approach letters to selected community and business leaders (all correspondence is prepared by RDG professionals)

· Conduct telephone follow-up calls to these individuals to schedule assessment interviews (assessment), and solicitation appointments (campaign);

· Create file folders, which include a completed call report form, assessment questionnaire, campaign materials, etc., and driving directions to the appointment;

· Printing and mailing follow-up thank you letters to assessment participants;

· Input and maintain RDG's on-line campaign management system;

· Prepare tracking reports periodically throughout campaign phase;

· Assist with Campaign Executive Briefing coordination.

The Assessment Coordinator should possess the following skills:

· Good word processing skills

· Good telephone skills and experience in appointment setting

· Good organizational skills

The right Coordinator can  accomplish these tasks with a flex-schedule of about 15 – 20 hours per week for 3 to 4 months during the assessment and initial Leadership Phase of the Campaign, and approximately 30 to 40 hours per week during the 4 to 5 month “public phase” of the campaign.  Wrap-up will require another 15 to 20 hours per week during the last 4 to 8 weeks of the campaign.   

