Erlanger Criteria Based Job Description

Data & Prospect Research Coordinator

	DataName:  
	Job Code: P2520 

	Job Title:  Data & Prospect Research Coordinator
	Supervisor: Executive Director of Operations

	5 Digit Employee ID #: 

	Evaluator Name:  

	Department Name:  Development
Cost Center # 8333
	( 6 Month   (Annual (check one)

From:                            To:  


Our Mission






Originated 2/21/2020
We compassionately care for people.

Our Vision

Erlanger is a nationally-acclaimed health system anchored by a leading academic medical center. As such we will deliver the highest quality, to diverse populations, at the lowest cost, through personalized patient experiences across all patient access points. Through innovation and growth, we will sustain our success and spark economic development across the Chattanooga region.

Our Core Values

Excellence - We distinguish ourselves and the services we provide by our commitment to excellence, demonstrating our results in measurable ways.

Respect - We pay attention to others, listening carefully, and responding in ways that demonstrate our understanding and concern.

Leadership - We differentiate ourselves by our actions, earning respect from those we lead through innovation and performance.

Accountability - We are responsible for our words and our actions. We strive to fulfill all of our promises and to meet the expectations of those who trust us for their care.

Nurturing - We encourage growth and development for our staff, students, faculty and everyone we serve.

Generosity - We are giving people.  We give our time, talent and resources to benefit others.

Ethics - We earn the trust by holding ourselves to the highest standards of integrity and professional conduct.

Recognition - We value achievement and acknowledge and celebrate the accomplishments of our team and recognize the contributions of those who support our mission.

Job Summary:

The Data & Prospect Research Coordinator has responsibility for evaluating and identifying prospects for the system’s fundraising effort, as well as maintaining and organizing constituent information in the database and promoting department utilization. The goal of this position is to provide proactive and reactive prospect research on individuals, communicate this information to gift officers and to maintain the overall integrity of the constituent database. This position will report to the Executive Director of Operations within the Erlanger Health System Foundations and work with gift officers as a partner in helping achieve the department’s fundraising goals.  
Education:

Required:  Bachelor’s degree. De-escalation training, if applicable.
Experience:

Required:  
· 2-3 years’ experience using Raiser’s Edge;

· Knowledge of standard prospect research techniques and tools

· Demonstrated proficiency with MS Office software suite and strong technology/computer literacy skills 
· Strong organizational or project management skills; 
· Typing proficiency
· Professional maturity and ability to maintain and handle sensitive and confidential information.  

· Self-starter with ability to work independently with minimal supervision, as well as work as part of a team

· Excellent discretion to make independent decisions for individual donors on an on-going basis

· Ability to manage multiple projects and deadlines in a fast-paced environment

· Excellent interpersonal skills; Ability to work collaboratively with peers, volunteers and hospital leadership in achieving goals and objectives to maximize the opportunities for the entire development effort

· Excellent written and oral communication skills  

· Commitment to providing excellent customer service 

· Aptitude for critical thinking and problem solving; ability to work well under pressure and maintain flexibility.

· Curiosity, resourcefulness, and an innate ability to identify loose threads needing further exploration.

Preferred:  
· Ability to manipulate and manage large data sets

· Ability to write queries, exports and reports in Raiser’s Edge

Position Requirement(s): License/Certification/Registration

Required:

Preferred:

Circle which requirement applies to the position:

Sedentary   
=    Primarily sitting/lifting 10 lbs. Max

Light         
=    Lifting 20 lbs. maximum with frequent lifting/carrying up to 10 lbs.

Medium    
=    Lifting 50 lbs. maximum with frequent lifting/carrying 25 lbs.

Heavy       
=    Lifting 100 lbs. maximum with frequent lifting/carrying up to 50lbs.

Very Heavy
=    Lifting objects over 100 lbs. maximum with frequent lifting/carrying more than 50 lbs.

Check the appropriate column:

O=Occasionally=0%-33% of the work shift

F=Frequently=34%-66% of the work shift

C=Constantly=67%-100% of the work shift

	Physical Factors
	Not Present
	O
	F
	C

	Standing
	
	
	X
	

	Walking
	
	
	X
	

	Sitting
	
	
	
	X

	Pushing (wt 100+)
	
	X
	
	

	Pulling (wt 100+)
	
	X
	
	

	Stooping
	
	X
	
	

	Kneeling
	
	X
	
	

	Crouching
	
	X
	
	

	Crawling
	
	X
	
	

	Reaching
	
	X
	
	

	Filing
	
	X
	
	

	Typing (computer)
	
	
	
	X

	Xeroxing
	
	X
	
	

	Talking
	
	
	
	X

	Hearing
	
	
	
	X

	Color Vision
	
	
	
	X

	Driving
	
	X
	
	

	Environmental Conditions
	
	
	
	

	Exposure to weather
	X
	
	
	

	Extreme heat
	X
	
	
	

	Extreme cold
	X
	
	
	

	Noise
	
	X
	
	

	Hazardous Waste
	
	X
	
	

	Atmospheric Conditions
	
	
	
	

	Dust, Vapors, Fumes
	X
	
	
	

	Other (odors)
	
	X
	
	


	Employee Competency/Performance Assessment




Department Position Summary:
· Perform regular monitoring and clean-up activities to ensure the accuracy and usage of the Raiser's Edge database

· Create and pull reports needed for stewardship, prospect management, solicitations/communications, and giving summaries, and solicitor/team metrics

· Add/Update constituent data and input prospect knowledge, including but not limited to ratings, interests, proposals and relationships 
· Proactively produce research profiles on new prospects and current donors insuring prospect is presented and assigned to appropriate fundraisers in a timely manner. Conduct research and compile information on individuals, corporations and foundations by utilizing various internal, reference and online resources. Analyze accumulated information to assess financial capacity, philanthropic tendencies, giving propensity and linkages to areas within the organization and/or strategic initiatives.
· Support bulk and ongoing projects to identify, qualify, and quantify the Foundation's prospect pool through the use of wealth screening services, data mining, and analysis of existing constituents, and confirm prospect ratings obtained through electronic screening services.

· Review news and business publications for new/updated constituent information, business developments and economic trends; disseminate to key stakeholders as appropriate.

· Collaborate and consult with diverse organizational contacts including senior leadership, development officers, program staff and other on matters related to portfolio development, solicitation strategy and information gathering.

· Assists Executive Director of Operations to create and maintain protocols and procedures regarding software applications to ensure success of the department.

· Trains users in the proper use of the database to increase effectiveness of the department.

· Safeguard the confidentiality of donor information at all times. Uphold Foundation and System policies regarding confidential information. Adhere to ethical and confidentiality guidelines of both Erlanger Health System, the Association of Professional Researchers for Advancement (APRA) and the AFP Donor Bill of Rights.

· Performs other duties as assigned within the department
Clinical competency is evaluated annually using a variety of mechanisms.  It focuses on the population-specific needs of the customers served by the staff member.  

Specifically for this department:

____
             Neonates/Infant

____

Toddler

____

Preschooler

____

School Age/Adolescent

____

Adult 

__ __

Geriatric

__x__

N/A

	
	Scoring Instructions

All employees must be rated on performance of core competencies that have been demonstrated during the evaluation period.  Employees who have not performed a core competency in the evaluation period must still demonstrate their competency to perform the task. Please score the employee on each task using a numerical rating 0-2 as described below.  Calculate an average score for each section and put the total average score at the end of the competency form.

	0
	Does not meet standard - Employee does not meet standard and/or lacks the minimum skills necessary for task performance. Employee has received corrective counseling/action in the form of a written warning in this aspect of the job during the review period.

	1
	Meets standard - Employee has a thorough knowledge of the job responsibilities including the skills and ability to perform job independently.  Employee has a good understanding of when and why tasks are performed, and is able to identify resources if additional information is needed.

	2
	Exceeds standard - Employee consistently performs above what is required.  Performance is characterized as high quality and quantity of work and consistently takes the initiative to do more than what is expected in both core competencies and Mission, Vision and Core Values.  This employee helps others in a cohesive teamwork environment and is used in the capacity of mentoring other employees, such as precepting new hires. 


The following section does not require a numerical score.   Please circle the correct answer of Yes, No or N/A for each inquiry. 

Competency:

	Attended hospital orientation as expected (if applicable)
	Yes  No  N/A

	Has completed all required TJC/DNV / HLC training
	Yes  or  No

	Annual credentialing checklist completed                  DATE:
	Yes  No  N/A

	Verified active status of licensure/certification/registration 
	Yes  No  N/A

	Corporate Compliance:

Follows Erlanger’s Code of Conduct & Ethics

Complies with all parts of the Corporate Compliance Program                              


	Yes  or  No

Yes  or  No


	                                                                                                                                               Score*
A.  CORE COMPETENCIES                                                                                                  0, 1, 2                                                                                                                           

	
	

	1. Perform regular monitoring and clean-up activities to ensure the accuracy and usage of the Raiser's Edge database
	

	2. Create and pull reports needed for stewardship, prospect management, solicitations/communications, and giving summaries, and solicitor/team metrics
	

	3. Add/Update constituent data and input prospect knowledge, including but not limited to ratings, interests, proposals and relationships 
	

	4. Proactively produce research profiles on new prospects and current donors insuring prospect is presented and assigned to appropriate fundraisers in a timely manner. Conduct research and compile information on individuals, corporations and foundations by utilizing various internal, reference and online resources. Analyze accumulated information to assess financial capacity, philanthropic tendencies, giving propensity and linkages to areas within the organization and/or strategic initiatives.
	

	5. Support bulk and ongoing projects to identify, qualify, and quantify the Foundation's prospect pool through the use of wealth screening services, data mining, and analysis of existing constituents, and confirm prospect ratings obtained through electronic screening services.
	

	6. Review news and business publications for new/updated constituent information, business developments and economic trends; disseminate to key stakeholders as appropriate.
	

	7. Collaborate and consult with diverse organizational contacts including senior leadership, development officers, program staff and other on matters related to portfolio development, solicitation strategy and information gathering.
	

	8. Assists Executive Director of Operations to create and maintain protocols and procedures regarding software applications to ensure success of the department.
	

	9. Trains users in the proper use of the database to increase effectiveness of the department.
	

	10. Safeguard the confidentiality of donor information at all times. Uphold Foundation and System policies regarding confidential information. Adhere to ethical and confidentiality guidelines of both Erlanger Health System, the Association of Professional Researchers for Advancement (APRA) and the AFP Donor Bill of Rights.


	

	11. Performs other duties as assigned within the department


	

	
	

	Sum of Scores ÷ number of elements scored =CORE COMPETENCIES

 Section Score
	

	*Specific documentation required to provide support for any score of “0” or “2” 
	Score*

 0, 1, 2


	B.  Standards of Behavior: 

(Each of the following elements applies to all employees)
	

	1. Respects cultural diversity and sensitivity of all customers
	

	2. Adhere to HIPAA regulations
	

	3. Adhere to Hospital Policies & Practice
	

	4. Aware of department specific QI program
	

	5. Participate and attend unit staff meetings (attends<70% scheduled = 0, attends 71% - 90% scheduled = 1, attends > 91% scheduled = 2)
	

	6. Reviews and acknowledges unit communication information (reviews < 70% information = 0, reviews 71% - 90%  information= 1, reviews > 91% information = 2) 
	

	7. Explain to customers all wait times, expected or unexpected 
	

	8. Functions independently
	

	9. Utilizes problem solving abilities
	

	10. Shows initiative
	

	11. Manages time effectively        
	

	12. Maintains organizational abilities during stressful situations
	

	13. Conducts himself or herself in a professional manner; is considered reliable by peers      
	

	14. Receives and disseminates information effectively and appropriately
	

	15. Negotiates in a professional manner with floors/unit/departments
	

	16. Demonstrates effective interpersonal skills
	

	17. Available for work as scheduled
	

	Sum of Scores ÷ number of elements scored =STANDARDS OF

                                                                                                        BEHAVIOR

 Section Score
	

	*Specific documentation required to provide support for any score of “0” or “2”
	


	Each of the following elements applies to all employees. The following is scored with an “S” for Satisfactory or a “U” for Unsatisfactory. N/A (Not applicable) is not an acceptable score. 

	SECTION 2:  Mission, Vision and Core Values                                                                      S or U                            

	Mission
	

	Associate Compassionately cares for people
	

	
	

	Vision
	

	Associate understands our vision:

Erlanger is a nationally-acclaimed health system anchored by a leading academic medical center. As such we will deliver the highest quality, to diverse populations, at the lowest cost, through personalized patient experiences across all patient access points. Through innovation and growth, we will sustain our success and spark economic development across the Chattanooga region.
	

	
	

	Core Values
	

	Excellence - Associate distinguishes oneself and the services they provide by their commitment to excellence and demonstrating results in measurable ways.
	

	
	

	Respect - Associate pays attention to others, listening carefully, and responding in ways that demonstrate their understanding and concern.
	

	
	

	Leadership - Associate differentiates oneself by their actions, earning respect from those they lead and/or work with through innovation and performance.
	

	
	

	Accountability - Associate is responsible for their words and their actions. Employee strives to fulfill all of their promises and to meet the expectations of those who trust them for their care.
	

	
	

	Nurturing - Associate works well with fellow staff -members, customers, and other stakeholders while encouraging growth and development.
	

	
	

	Generosity - Associate gives their time, talent and resources to benefit others.
	

	
	

	Ethics - Associate earns trust by holding oneself to the highest standards of integrity and professional conduct.
	

	
	

	Recognition - Associate values achievement and acknowledges and celebrates the accomplishments of their team and recognizes the contributions of those who support our mission.
	

	
	

	Specific documentation required to provide support for any score of less than 70% or greater than 90%
	

	Mission, Vision and Values Section Score:  
	

	[ # “Satisfactory (S)” scores] ÷ 10 = _________  x 100 = _______%

                                                                     Less than or = to 70% =  0

                                                                                       71% - 90% =  1

                                                                                     91% - 100% = 2
	

	
	                                                                

	Enter Section Score Based on Above Calculation 
	


	FINAL COMPETENCY SCORE
	

	
	

	SECTION 1: CORE COMPETENCIES (WEIGHTED = 60 %)


	Enter  Section Score

	A.  CORE COMPETENCIES
	

	B.  STANDARDS OF BEHAVIOR
	

	Core Competency Final Score (SUM of A & B)________ ÷ 2)
	

	SECTION 2:  Mission, Vision and Values   (WEIGHTED = 40 %) 
	

	
	

	 FINAL COMPETENCY SCORE                                                                                    
	

	SECTION 1: CORE COMPETENCIES 

Multiply Core Competencies Final Score ______  by 0.60 
	

	SECTION 2: Mission, Vision and Values
	+

	Multiply Mission, Vision and Values Final Score ______  by 0.40 
	

	Final Competency Score [Add (1) and (2)] 
	FINAL

=


Individual Development Plan

Progress toward completion of work-related developmental goals for this evaluation period (required): 

□  Met




□  Unmet                        □ Initial Assessment


____________________________________________________________________________________________________________________________________________

Upcoming evaluation period work related developmental goals -  must apply to EHS job responsibilities (required):
__________________________________________________________________________________________________________________________________________________________________________________________________________________
Employee’s Comments (optional):  

____________________________________________________________________________________________________________________________________________

______________________________________________________________________

SIGNATURES:

Employee:







Date :

(Employee signature represents employee’s review of appraisal, but not necessarily agreement)

Evaluator:







Date:

(Must be Supervisor or Above)
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1

