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JOB DESCRIPTION

Title: 

Bowl for Kids’ Sake Assistant
Supervisor: 
Special Events Coordinator
Objective: 
To position Big Brothers Big Sisters of Central New Mexico in the 



community as the preferred charity of choice in giving and volunteering and 


secure the immediate and future needs of the agency. 

Summary: 
Responsible for ensuring the success of Bowl for Kids’ Sake

· Follow up calls for participants

· Distribution of BFKS materials to participants

· Work with staff and volunteers to organize BFKS

· Help coordinate all events, details, and logistics

· Help secure participation and items for BFKS 

Salary: 
$10/hr

Status: 

Non Exempt, Temporary Employee

Responsibilities

· Help secure BFKS teams. Identify, qualify, cultivate, solicit, and steward all BFKS participants. 
· Provide support for BFKS event. Understand needs, purpose, and goals. Find pool of potential attendees and target audience. Understand core message and create supplemental materials needed. Create, manipulate and navigate Excel documents, and run reports in an organized manner from a variety of databases.
· Follow up. Communicate with all participants on a regular basis to secure and motivate participation. Enter participant information into BFKS database.
· Distribute BFKS materials. Secure in-kind donations. Create mailing lists to send mailings for BFKS and track responses. Distribute materials as necessary. 

· Event participation. Act as first-line troubleshooter at event. Greet attendees, answer questions, and actively participate in event as needed. Assist in training staff and volunteers to perform duties at event.
· Ensure all activities are in accordance with agency policies and procedures, are updated on a regular basis and ensure growth. 

· Other duties as assigned.

Competencies
· Process Management – Good at figuring out the processes necessary to get things done; knows how to organize people and activities; understands how to separate and combine tasks into efficient work flow; knows what to measure and how to measure it; can see opportunities for synergy and integration where others can’t; can simplify complex processes; gets more out of fewer resources.

· Ability to successfully demonstrate sales mastery – has a proven track record in sales, is comfortable making cold calls and setting up appointments,  feels confident in asking for the sale and talking about money, has a strong drive for success, and has written goals that are specific and measurable.  Can do consistent, effective prospecting – knows how many calls to make daily, makes the agreed upon calls, is proactive in getting referrals. 

· Interpersonal Savvy – Relates well to all kinds of people, up, down and sideways, inside and outside the organization; builds appropriate rapport; listens; builds constructive and effective relationships; uses diplomacy and tact; truly values people; can diffuse even high-tension situations comfortably.

· Results Oriented – Can be counted on to exceed goals successfully; very bottom-line oriented; steadfastly pushes self and others for results.

· Presentation Skills – Is effective in a variety of formal presentation settings; one-on-one, small and large groups, with peers, subordinates, and bosses; is effective both inside and outside the organization, on cool data and hot and controversial topics; commands attention and can manage group process during the presentation; can change tactics midstream when something isn’t working.

· Managing Vision and Purpose – Creates and communicates a compelling and inspired vision or sense of core purpose; sees beyond today; sees possibilities; is optimistic; creates mileposts and symbols to rally support behind the vision; makes the vision sharable by everyone; can inspire and motivate entire units or organizations; is charismatic.

Position Performance Measures

· Help secure 180 teams for BFKS. Help secure $40,000 in sponsorship. 

Requirements

· Ability to create, manipulate and navigate Excel documents, and run reports in an organized manner from a variety of databases.
· Ability to travel and work outside regular business hours including some evenings and weekends.

· Excellent communication skills emphasizing the ability to listen and hear others and able to work with diverse populations in diverse territories. 

· Willing and able to make last minute changes to accommodate job responsibilities. 

· Willing and able to use personal vehicle for local travel on agency business.

· Valid NM driver’s license and proof of insurance.

· Integrity and sense of humor. 

Preferred
One year of successful sales experience.
Knowledgeable of community businesses and organizations.
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