Omega Phi Alpha – Position Description

Title: Fund Raising Chair
General Purpose of Position:

The Fund Raising Chair coordinates fundraising activity for Omega Phi Alpha sorority. She conducts the national fund-raiser; provides the chapters with fund-raising ideas and information and works with the VP Communications to maintain fund-raising information on the sorority web-site. The focus of this position is fundraising activities, not donations or sponsorships.
Classification:  Appointment
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Advancement Planning
Accountable to:
VP Advancement Planning 

Support from:
VP Advancement Planning, VP Finance
Works with:
VP Advancement Planning, VP Finance, VP Communications, chapter treasurers
Term of Service:
1 year(s) from July to June. May be reappointed subject to yearly evaluation and other considerations.
Time Commitment: 
5 hours a week, with some peak times during big projects
Required Qualifications:  
· Must be a lifetime member of Omega Phi Alpha in good standing
Preferred Knowledge/Abilities/Experiences:

· Alumna status
· Good computer skills
· Knowledge in fund raising or other financial activities
Duties and Responsibilities:

· Research possibilities for national fund-raising projects; conduct survey to determine best options; make recommendations to for approval of delegates at convention. The national fund raiser should be aimed at enhancing the overall wealth of OPA, creating economic opportunities for chapters.

· Each year distribute information for annual fund-raiser to chapters and alumnae. Monitor progress and provide written reports monthly to the VP Advancement Planning.

· Establish contact with active and alumnae chapter officer assigned to handle fund-raising. 

· Establish mechanism for the exchange of ideas between fund-raising officers (what works, what does not, what was fun, etc)

· Work with the VP Communications to maintain a section of the sorority website that will focus on fund-raising.

· Encourage chapter fund-raising officers to make regular contributions of ideas.

· Keep a record of the fund-raising activity at each chapter – provide a detail report quarterly to the VP Finance and a summary report twice a year to the National Executive Board.

· Prepare a Mid-year and Annual report that summarizes all activity and submit to the VP Advancement Planning.

· Other related tasks as needed.
Convention/ Midyear Attendance required?  No/No
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