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	Position Title: Field Coordinator, Imagine No Malaria  Campaign 


	Level:  “Level 10”
Exemption Status:  Exempt
	

	Reports To (Title): Executive Director, Global Health 


	Team: Global Health

	Date:  7/9/2010


	Basic Purpose :
This section describes the position’s basic purpose or mission.

	Provides direction and training for the Imagine No Malaria campaign in districts and local churches. Makes sure all campaign defined criteria and metrics are met. Collaborates with the associate executive director of the campaign to oversee the training of all volunteers and ensures they receive appropriate resources and tools to effectively implement the campaign. 


	Essential Job Functions: 
This section describes up to six major elements of the job, listed in order of importance.  The description includes what is done, why it is done and an estimate of the total working time the incumbent spends on each task.

	Essential Job Function
	% of Time

	1.
	Facilitates Imagine no Malaria fundraising campaign initiatives at the district and local church levels. 
	30%

	2.
	Provides training for Imagine No Malaria fundraising volunteers in order to help build a powerful grassroots base for the fundraising campaign. 
	30%

	3.
	Collaborates with the associate executive director of the campaign to oversee the outreach efforts of Imagine No Malaria fundraising volunteers in order to assure effective implementation of the campaign plan.  Provides resources and training to ensure local church implementation plans are effective and successful. 
	20%

	4.
	Facilitates two-way communication between the Imagine No Malaria fundraising campaign office and district and local church leaders.
	10%

	5.
	Coordinates logistics for local Imagine No Malaria fundraising and awareness campaign activities.
	10%


	Major Accountabilities:  
This section describes the major accountabilities for the position.  An accountability statement has a “bottom-line” orientation that often will encompass several essential job functions as listed above.

	1.
	To help oversee local campaign outreach efforts.


	2.
	To provide training and resources for district and local church campaign efforts as directed. 



	3.
	To maintain two-way communications  between local groups and the campaign office. 



	4.
	To coordinate local activities. 


	Job Standards:
 This section describes the minimum knowledge, skills and abilities needed to perform the essential job functions.

	Education

What is the minimum level of formal education required?
	This job requires a bachelor’s degree in communications or a related field and a background in fundraising. 


	Other Specialized Knowledge

What other training and/or certification are necessary?


	Requires skills in Microsoft Word, Outlook, Power Point and general database programs. Must be highly organized and detail oriented with the ability to work a flexible schedule. Requires the ability to work both independently and as an effective member of a team. Must be able to utilize leadership experience, interpersonal skills, organizational skills, and written/verbal communication skills to support the efforts and vision of the Imagine No Malaria. Must be able to plan and organize work with little supervision and serve as a project manager.  Must have the ability to meet deadlines, organize, and prioritize work. Knowledge of The United Methodist Church would be helpful.  

	Experience

What kind and how much previous experience are needed?
	At least three (3) year of experience in non-profit fundraising and communications.  Experience in campaign coordination is preferred. 

	Learning Period

How long would it take a new employee to learn the job?
	2 months

	Work Schedule:
	8:30 am – 5:00 pm, Monday –Friday

Travel 90% of the time and work on weekends will be required.


	Applicant Information:

All resumes/applications must be post marked by the closing date.

	Apply to:



Internal Posting Dates:

External Posting Dates:

CLOSING DATE: 
	UMCom/Human Resources

P. O. Box 320 (810-12th Ave. S., Nash. 37203)

Nashville, TN 37202-0320

Phone: 615-742-5137    Fax: 615-742-5428

Email: hr@umcom.org
To apply please provide the following: Two letters of reference, a resume and an application form. 

(Request application via email or in writing.)

July 9 – 15, 2010

July 16 – August 13, 2010
August 13, 2010

	United Methodist Communications Is An Equal Opportunity Employer


