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COLLEGE BOUND ST. LOUIS

DEVELOPMENT VISTA
AMERICORPS JOB DESCRIPTIONS
Job Title:
Development VISTA
Reports to:
Development Director
College Bound St. Louis is an award-winning college preparation and persistence program. The mission of College Bound is to provide promising high school students from under-resourced backgrounds with the academic enrichment, social supports and life skills needed to apply, matriculate and succeed in four-year colleges.  Since our founding in 2006, we have succeeded in helping 100 percent of our graduating seniors earn admission to a four-year college!  We deliver our services with a full-time Leadership Team staff of nine, as well as a team of twenty AmeriCorps and VISTA Members.  To learn more, please visit: www.collegeboundstl.org 
Job Summary

The Development VISTA will work primarily with the Director of Development and partially with the Volunteer Manager to synch a volunteer program with College Bound’s donor community and support partnership-building efforts, fundraising, education and awareness in the community.  


Primary Responsibilities May Include
Create donor requests, thank you notes and manage donor database:
· Work with Development team to coordinate timeline for donor mailings

· Prepare mailing materials and recruit staff and volunteers to help compile mailings

· Send out mailings, thank you notes and tributes on a regular basis
· Process incoming donations in a timely manner

· Ensure that donor information in database is up-to-date and accurate
Coordinate College Bound marketing pieces and mailings:
· Work with Development team to determine timeline and purpose of mailings

· Assist Development Director in working with print company to produce mailings
· Address mailings and send out in the mail

Assist with College Bound grant management:
· Research new grant opportunities and document information gathered

· Maintain a grant management database with pertinent grant info including deadlines, submission dates, request amount, reporting requirements, contacts, etc. 

· Assist with assembling and submitting grant proposals and reports

· Formalize template for the annual report which includes summary of previous year’s accomplishments, both qualitative and quantitative


Assist with new and ongoing College Bound fundraising activities:
· Help coordinate all annual fundraising/donor events

· Coordinate mailings and invitations for events

· Assist with logistics to help ensure success of events

· Send thank you notes to volunteers following events

Assist with outreach to College Bound supporters and students:
· Work with the College Bound outreach committees
· Coordinate collegian care package program and recruit College Bound supporters to help prep packages
Assist with annual year-end appeal letter:
· Coordinate the design and printing of enclosed marketing piece

· Work with donors and volunteers to personalize notes

· Work with the mail house/post office to send in a timely manner

Organize and synthesize research related to College Bound’s mission:
· Compile research on a regular and ongoing basis

· Create organization or cataloging system for current and new research materials

· Develop research into an easily useable format for purposes such as grant writing
Support Volunteer Program:
· Refine donor/volunteer data management process

· Locate volunteers to support College Bound programing

· Assist Volunteer Manager with screening and selection of applicants

Additional Responsibilities

· Attend weekly staff and program meetings
· Volunteer as a chaperone for our Culture, Character, Capacity program
· Assist other AmeriCorps members when they need aid with their projects
Skills and Qualifications
· Bachelor’s degree
· Excellent written and verbal communication skills

· Strong interpersonal, organizational and computer skills

· Ability to interact professionally with donors and multitask

· Commitment to excellence
· Preferred experience with research

· High energy and enthusiastic

· Driver’s license and automobile required to transport 2 or more students per week
· Must be committed to serve 40-50 hours a week

How to Apply
Interested candidates should visit College Bound’s website: http://www.collegeboundstl.org/AmeriCorpsPositions_60.aspx for more application details. Candidates will be asked to submit a cover letter, resume, College Bound application and copy of college transcript to: volunteer@collegeboundstl.org.  Subject line:  Development VISTA.  Mailed correspondence may be sent to:  College Bound, 110 North Jefferson, St. Louis, Missouri 63103.  Please mark the envelope:  Attention: Katie
