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Position Description



Position Title:	LOANED EXECUTIVE (LE), Norcal CFC
Reports To:		CFC Hub Director

Purpose:  	The Loaned Executive performs Combined Federal Campaign support operations during the campaign cycle in accordance with OPM regulations, and policies of the PCFO, as approved by the Norcal CFC Local Federal Coordinating Committee (LFCC).  The Loaned Executive is released from regular duties for a set period of time (full, part-time, flex time).  This includes activities that will be included in the loaned executive orientation and training and training throughout the campaign conducted by the PCFO:
· a comprehensive agency campaign plan
· campaign goals for account support
· campaign management support
· campaign marketing, reporting
· financial accounting, and 
· clerical support 


Primary Benefit:  The Loaned Executive and sponsoring federal agency benefit from the CFC Loaned Executive program by strengthening the leadership capacity of the individual, enhancing communication skills, gaining experience in organizational, and problem solving skills, and developing interagency relationships towards a common goal.  The program utilizes several high-impact leadership models for developing effective collaboration with co-workers and teams.

Other Benefits:
The Loaned Executive program provides an opportunity for involved individuals to better understand the need for human service agencies and their reliance on community efforts to meet those needs.  The Loaned Executive will have the opportunity to apply work skills and life experience towards causes that are important to them.

Duties & Responsibilities:
· Assist in the achievement of the CFC goals.
· Assist with all agency orientations and trainings, campaign meetings, and campaign activities/events as directed by the PCFO.
· Analyze potential of each assigned account and establish strategies and a comprehensive plan to reach participation goals.
· Work with ECC, and CFC staff to develop a campaign strategy, time frame, and campaign plan.	Comment by Roby, Francine -FEB: What’s ECC?
· Prepare and present the campaign plan and goal recommendations to the Federal agency heads.	Comment by Roby, Francine -FEB: Could you add “Under the guidance of the Hub Director, prepares and presents…
· Obtain commitment from agency leadership for strategy, timeframes and campaign plan/goal.
· Work with agency coordinators, and the PCFO to plan and coordinate informative employee meetings, agency tours and special events.	Comment by Roby, Francine -FEB: What’s an agency tour?
· Deliver all necessary campaign materials to each account.
· Ensure all campaign materials are distributed.
· Motivate and support agency chairs throughout the campaign.	Comment by Roby, Francine -FEB: What’s an agency chair? Term not used elsewhere.
· [bookmark: _GoBack]Follow up with each account as directed by the Hub Director.
· Provide Hub Director with a weekly calendar of LE planned account meetings and activities
· Copy keyworker envelopes for record retention after pledge envelope turn-in and verification of contents with agency coordinator.
· Assist agency chairs with the submission of weekly reports envelopes.	Comment by Roby, Francine -FEB: Term? Coordinators?
· Prepare and submit the weekly ledger to Hub Director for verification and reconciliation.
· Implement the PCFO requirements for reporting campaign results and maintaining accurate records.
· Maintain and submit a written log of weekly activities on each account.
· Thoroughly and efficiently follow-up on all aspects of campaign with each agency coordinator.	Comment by Roby, Francine -FEB: Coordinator?
· Conduct a final wrap-up meeting at the end of the campaign with each agency to evaluate the campaign and make recommendations for next year.
·  With agency coordinators, prepare a continuity book and electronic data file of pertinent campaign materials, notes and documents for record retention.	Comment by Roby, Francine -FEB: The term “continuity” has a specific government meaning ; could another word be used? What is this for and what does it contain?	Comment by Roby, Francine -FEB: What are these? Don’t’ let them create new files with PII info
· Thank the donors, thank key workers and thank committee members.	Comment by Roby, Francine -FEB: What committees? Not mentioned before. 
·  Distribute all awards and gifts.
·  Submit campaign evaluation and continuity book to the PCFO campaign director.	Comment by Roby, Francine -FEB: What is this?
· Perform other CFC duties as assigned by the PCFO.

Criteria for Loaned Executive Candidate
· Passionate and positive about CFC
· Eager to learn
· Strong interpersonal and organizational skills
· Well-respected by co-workers and management
· General positive attitude
· Flexible and cooperative 
· Self-directed
· Computer literate
· Professional appearance and communication
· Access to reliable transportation 
· Good time management skills	Comment by Roby, Francine -FEB: suggestion

Selection Process:
The Loaned Executives are nominated by their employing agencies based on the criteria above.  The PCFO will interview and evaluate the candidates and assess their overall match with the LE role.  

Relationships:	
Loaned Executives will maintain working relationships with CFC volunteers, agency heads, agency campaign coordinators, hub director and LFCC.  

Conduct
Loaned Executives are expected to represent their agency, the federal government, the PCFO, and LFCC in a professional manner, in accordance with government ethics rules.  Adherence to agency conduct policies is expected while on loan to the CFC. Violations will result in removal from the Loaned Executive position. 	Comment by Roby, Francine -FEB: They need to be clear they still ask their supervisor for leave and report time to their agency not the PCFO.

Evaluation:
Loaned Executives will be evaluated on their performance of the tasks and skills outlined.  Their time with the CFC represents a significant contribution by their agencies to their continued growth as a professional.
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