Allina Hospitals & Clinics
Job Description Template 

Job Information

	Identify the job title to be used and the applicable job codes, union and business units it applies to.

	Job Title

	

	Job Code
	Union
	Business Unit

	     
	     
	System Office


Position Purpose

	In a brief, specific one or two sentence statement, answer the question: “Why does this position exist?”  “How does this position contribute to the overall success of the organization?”

	     The Prospect Research Manager provides strategic guidance to major gift officers at Allina Hospitals & Clinics in managing their portfolio for success. The Manager is responsible for acquiring data and converting it into useful intelligence about top development prospects and for conveying pertinent information about the prospects to key staff members in a timely, effective manner. This position is vital to ensuring best practices in moves management and effective standard operating procedures are implemented and maintained for greater fundraising success. 

Contact: Jo Marcotte Jo.Marcotte@allina.com


Principal Duties

	Identify 5 to 7 essential functions with overall importance of being successful in the position.  These should include key responsibilities, accountabilities and technical competencies.  In the second column, select the frequency at which the item is performed.  In the last column, list the specific tasks, outcomes and/or performance standards and the level of decision making authority for each item listed.    

	Principal Duties
	Frequency Used
	Details

	Portfolio analysis     
	 FORMCHECKBOX 
 Daily

 FORMCHECKBOX 
Weekly

 FORMCHECKBOX 
Monthly
	Provide portfolio analysis and recommend portfolio composition for maximum gift potential. Provide direction and feedback to fundraising staff.


	Prospect identification
	 FORMCHECKBOX 
 Daily

 FORMCHECKBOX 
Weekly

 FORMCHECKBOX 
Monthly
	Develop systems for prospect identification via utilization of Raiser’s Edge database, previous patients and other resources as well as manage donor pipeline.  

      

	Data management 
	 FORMCHECKBOX 
 Daily

 FORMCHECKBOX 
Weekly

 FORMCHECKBOX 
Monthly
	Create measurements and analytics to build giving. Build, enhance, and maintain prospect moves management coding structure in the donor database. Facilitate training on moves management for fundraising staff as necessary.
     

	Prospect research
	 FORMCHECKBOX 
 Daily

 FORMCHECKBOX 
Weekly

 FORMCHECKBOX 
Monthly
	Provide research profiles per established guidelines. Identify and procure appropriate research and prospecting services/tools. 


	     
	 FORMCHECKBOX 
 Daily

 FORMCHECKBOX 
Weekly

 FORMCHECKBOX 
Monthly
	     

	     
	 FORMCHECKBOX 
 Daily

 FORMCHECKBOX 
Weekly

 FORMCHECKBOX 
Monthly
	     


Qualifications

	Identify the minimum amount and type of education, training or experience required for an individual to satisfactorily perform this job.  If a certification or registration is not required at hire, please make sure and include the grace period allotted for gaining the certification or registration.

	Requirements
	Minimum Requirements

	Education or Degree 
	Bachelor’s degree or equivalent professional experience.

	Licensure
	     

	Certification
	     

	Registration
	     

	Related Experience, Skills and Abilities 
	Five or more years experience in a development research office, including demonstrated major gift prospecting experience using relational and on-line databases, web-based applications and other development databases. Advanced internet and Microsoft Office skills. Demonstrated knowledge of prospect moves management; ability to prepare standard operating procedures for development officers to follow. Excellent interpersonal and written communication skills; ability to provide direction and feedback pertaining to prospecting and portfolio management to fundraising staff. Demonstrated analytical skills to initiate and perform complex analyses and organize information to identify philanthropic patterns, tendencies, and relationships among individuals, corporations, and foundations. Ability to analyze and interpret complex financial disclosure documents for the purposes of wealth assessment (SEC filings, real property files, financial and legal disclosures). Ability to adhere to standards of ethical and confidential handling of sensitive information. Ability to recall, recognize, and communicate interrelated information pertaining to donors, prospective donors, and volunteers. Ability to adapt to a changing environment and short deadlines. Must be curious, systems-oriented, detail-oriented, task-oriented, self-motivated, and productive with minimal supervision. Raiser’s Edge knowledge a plus. Capital campaign experience preferred.


Population Specific Competencies

	Select the level which defines the criteria, standards or expectations relative to assessing and/or treating the specific patient population groups impacted by this position.

	Level
	Definition

	 FORMCHECKBOX 
 Level 0
	Not directly involved in the care of patients and do not need to demonstrate competence in population specific care.  Example: Administrative staff, cafeteria cashier.

	 FORMCHECKBOX 
 Level 1
	Non-clinical staff with sufficient interaction with patients and families to make a difference in the outcome of care, treatment and services.  Example: Patient Registration, Security.

	 FORMCHECKBOX 
 Level 2
	Staffs with clinical accountability that need to adapt/modify care or treatment based on the patient’s attributes in order to meet the patients and families care needs.  Example: RN, Pharmacist, Respiratory Therapists.


 Essential Functions/Physical demands

	Select the level which defines the physical capacities required of employees in order for them to perform their job. 

	Level
	Definition

	 FORMCHECKBOX 
 Sedentary
	Lifting up to 10 lbs. occasionally and/or negligible amount frequently

	 FORMCHECKBOX 
 Light Work
	Lifting 20 lbs. maximum with frequent lifting and/or carrying objects weighing up to 10 lbs

	 FORMCHECKBOX 
 Medium Work
	Lifting 50 lbs. maximum with frequent lifting and/or carrying of objects up to 25 lbs

	 FORMCHECKBOX 
 Heavy Work
	Lifting 100 lbs. maximum with frequent lifting and/or carrying of objects weighing up to 50 lbs

	 FORMCHECKBOX 
 Very Heavy Work
	Lifting objects in excess of 100 lbs. with frequent lifting and/or carrying of objects weighing 50 lbs. or more


Employee Behavioral Competencies (Standard for All Employees)
	Behavioral competencies are the character traits and behavior qualities of an individual.  These behavioral competencies are standard for all employees of Allina.  

	Item
	Definition

	TBD
	TBD

	TBD
	TBD

	TBD
	TBD

	TBD
	TBD

	TBD
	TBD


Leadership Behavioral Competencies (Standard for All Management)
	Behavioral competencies are the character traits and behavior qualities of an individual.  These behavioral competencies are standard for all management employees of Allina.  

	Item
	Definition

	Achieves Results
	Holds self and others accountable to meet and / or exceed performance standards, strategic goals & initiatives through disciplined implementation.

	Business Knowledge
	Improves performance through effective use of resources, analysis of key financial, clinical & productivity indicators, & knowledge about Allina’s business.

	Collaboration
	Leverages relationships and opportunities to work across business units & Allina to maximize individual & organizational performance.

	Proactive Communication
	Creates an environment of open communication where dialogue, telling the truth, learning, respect & care for each other are valued.

	Service & Quality Excellence
	Enables exceptional care and service to patients, their families, & the communities we serve.

	Technical & Professional Expertise
	Demonstrates the technical & professional knowledge, skills and abilities necessary to be successful in his or her position.

	Values-Based Leadership


	Leads by example & reinforces Allina’s values of integrity, respect, trust, compassion & stewardship through actions, decision making & competence.
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