880 Monon Green Blvd. | Suite #101
Carmel, IN 46032
Phone: (317) 644-1920

3IG TAU

EMPLOYMENT OPPORTUNITY

Position | Annual Fund and Communications Coordinator

Company(s) | Sigma Tau Gamma Foundation and Sigma Tau Gamma Fraternity

Department(s) | Fundraising and Communication

Supervisor

Primary Functions | Manage Annual Fund and Related Communications, Gift Fulfillment

Sigma Tau Gamma is a national collegiate fraternity founded in 1920 by teachers and veterans of the First
World War. We are a Fraternity of courageous and noble men who always endeavor forward. Our members
dedicate themselves to Sig Tau’s Six Principles: Learning, Integrity, Excellence, Leadership, Citizenship, and
Brotherhood.

WHY WORK FOR SIGMA TAU GAMMA

Working for Sigma Tau Gamma provides the opportunity to enhance interpersonal skills, develop autonomy,
become a change agent for young leaders, and gain real-world experience to prepare you for the next or first
chapter in your career. Members of our staff have gone on to become physicians, attorneys, marketing executives,
higher education administrators, sales managers, and fundraising professionals. Where will Sigma Tau Gamma

take you?

ABOUT THIS ROLE

The Annual Fund and Communication Coordinator
supports the mission of the Foundation and the
Fraternity by raising tax-deductible dollars from
members and friends of Sigma Tau Gamma. The
Coordinator is particularly focused on small- and
medium-size recurring annual gifts. The Coordinator
is successful when the Foundation achieves its
annual fundraising goals and is able to increase the
reliability and predictability of annual gifts up to

SPECIFIC RESPONSIBILITIES

Annual Fund Coordination - 45%

$1,200. The Coordinator manages all Foundation
communications with the help of other Foundation
and Fraternity employees. The Coordinator may be
assigned other communications projects such as
social media, newsletters, and creating magazine
content. Finally, the Coordinator participates in
Sigma Tau Gamma events in support of the above
mission and other objectives.

e Execute annual giving appeals across email, mail, and social platforms.
¢ Maintain donor records, track gifts, process acknowledgments, and analyze giving through reporting.
e Manage donor segmentation, recurring gift performance, and matching gift participation.

sigtau.org




Communications & Stewardship - 45%
e Write and distribute emails, newsletters, blogs, magazine articles, social posts, and donor updates for the
Fraternity.
¢ Manage Foundation web and social content focused on impact, recognition, and fundraising.
o Develop appeal letters, campaign graphics, and stewardship materials.

Event, Program & Fulfillment Support - 10%
¢ Coordinate donor recognition events and Foundation activities at national gatherings.
¢ Fulfill donor premiums and recognition items in a timely, accurate manner.
e Prepare materials for Foundation board meetings and scholarship stewardship.
e Support chapter fundraising communication and alumni outreach.

QUALIFICATIONS

= Fraternity or sorority membership and basic = Demonstrates solution oriented behavior and
knowledge of the Fraternity strongly preferred. strong problem solving skills.

= Bachelor’s degree required. =  Commitment to maintain confidentiality and a

= Ability and willingness to travel as a accuracy in constituent records.
representative of Sigma Tau Gamma. At least = Demonstrated ability to work effectively with
10% travel should be expected. people of diverse backgrounds and promote a

= Computer literacy and proficiency with positive work environment, the spirit of
Microsoft Office software suite. cooperation and positive reactions to change.

= Demonstrates professional behavior, including a = Must be able and willing to lift and carry items
professional online / social media footprint. 35-50 Ibs.

= Must be intelligent, hard-working, creative,
curious, enthusiastic and motivated.

EMPLOYMENT AND COMPENSATION DETAILS

Location | Negotiable

Desired Start Date | July 1, 2025

Employment Type | Full Time, Exempt Employee; Salary

Salary Range | Salary Based on Qualifications

Additional Benefits

= Meal and Mileage Reimbursement = Personally Retain Accumulated Airline and Hotel
» Health, Dental, and Life Coverage (at no cost to Travel Points
the employee) = 401K Program with a Company Match
= Vision, Optional Additional Life, Disability, Legal » Personal and Professional Development Growth
Coverage Options Opportunities

= Paid Holidays, vacation days, and sick time
= Cell Phone Nonprofit Rates

NON-DISCRIMINATION POLICY

The Sigma Tau Gamma Fraternity, Foundation, and the WPN National Housing Company are an equal
opportunity employer. We do not discriminate in hiring or employment on the basis of race, color, religion,
national origin, gender, marital status, sexual orientation, age, disability, veteran status, or any other
characteristic protected by federal, state, or local laws.



