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BOARD OF DIRECTORS MEETING 
Thursday, March 16, 2017 at 4:30 p.m.  

Social Science Building, Room 206 
 

AGENDA 
 

OPEN SESSION 
I. Call to Order 

1. Roll Call 
 

II. Introductions and Elections of New Directors to Gavilan College Educational 
Foundation 
 

III. Approval of Agenda 
 

IV. Consent Agenda 
1. Approval of Minutes, September 27, 2016 

 
V. Comments from the Public – This is a time for the public to address the Board of 

Directors (a maximum of three minutes will be allotted to each speaker) 
 
VI. Information 

1. Review Notes from Board of Directors Retreat, December 1, 2016 
2. Financial Statements  
3. Gilroy Foundation Quarterly Reports   

 
VII. Discussion 

1. Gavilan College personnel request to hire a Coordinator for the Gavilan 
College Educational Foundation and Alumni Relations using a professional 
expert 

2. Foundation In House Accounting Service 
3. Centennial Celebrations and Commemoration 

 
VIII. Action 

1. FY 2015 - 2016 Foundation Audit Report  
2. Ratify Warrants 

 
IX. Closing Items 

1. Set Scheduled Meeting Dates – suggested date, Thursday, June 29, 2017  
 

X. Adjournment   

































































































Gavilan Community College District March 2017 
 
  
 Coordinator of the Education Foundation and Alumni Relations 
  
DEFINITION: 
 
Under the direction of the President/Superintendent, design, develop and execute a comprehensive 
development strategy for the Gavilan College Education Foundation to support the college mission 
and goals, which includes seeking grants and endowments from individual donors, private 
foundations and leveraging bond funds through a capital campaign drive. To further support the 
development of an alumni network for the college through dedicated outreach and database 
tracking. 
 
DISTINGUISHING CHARACTERISTICS: 
 
In consultation with the President/Superintendent, the College Board of Trustees, and the 
Foundation Board of Directors, the Coordinator plans, budgets, implements and evaluates activities 
to raise, acknowledge and distribute gifts from the private sector to the College. The Coordinator 
provides leadership to the Foundation and its Board of Directors, manages day-to-day operations, 
directs major fund-raising events, develops the alumni database and relatd outreach activities and 
works in conjunction with the President/Superintendent to advance the goals of the District.  
  
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, 
employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job 
title. 
 
• Support and partner with the College President to lead all major fundraising initiatives.  
• Develops and oversees the implementation of short-range, long-range and strategic planning 

and related performance measurements and tracking processes for the Gavilan College 
Educational Foundation in collaboration with the College Board of Trustees, foundation 
Board of Directors, relevant committees, and staff, and others as needed. 

• As a spokesperson for the Gavilan College Educational Foundation, relays the institutional 
messages of the College effectively and persuasively to different groups and in varied forms.  

• Develops, recommends, and administers policies, procedures, and processes in support of 
Foundation goals and operations, in accordance with relevant legal parameters, and 
implements and monitors compliance with approved policies, procedures and processes.  

• Supports the Foundation Board and designated Board committee operations; develops 
agendas, related documentation and minutes for meetings.  

• Participates in/on a variety of meetings, committees, taskforces and/or other related groups 
to communicate information regarding the Foundation and its initiatives.  

• Directs the implementation of private fundraising at Gavilan Community College in 
coordination with the Board of Trustees, as well as the College’s programs, faculty, staff, 
and community.  

• Manages campaign and solicitation strategy for the Foundation, committees, and 
development staff. Develops and oversees multiple initiatives to meet annual revenue goals.  
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• Responsible for the identification, cultivation, solicitation and stewardship of individual 
major donors to the Gavilan College Educational Foundation. 

• Develops and monitors the Foundation’s budget and financial plans; manages the annual 
external audit process. 

• Oversees the Foundation’s scholarship and grant programs, and ensures that these further 
the Foundation and College mission and strategic goals. 

• Manages, operations that support fundraising, such as database management; prospect 
research and management; donor acknowledgement and communication; and establishment 
and management of fund agreements.  

• Develops alumni database, performs outreach to alumni, develops outreach activities to 
engage alumni in college events. 

• Perform related duties as assigned.  
 
MINIMUM QUALIFICATIONS: 
 
Knowledge of: 
Leadership and management principles; 
Fundraising, marketing and research strategies and techniques; 
Foundation Board development principles and practices; 
Annual giving, corporate and foundation relations, personal solicitation of major gifts, capital 
campaign planning and implementation, volunteer training and estate planning principles and 
practices; 
Nonprofit and foundation operations; 
Governance and board operations; 
Applicable local, state and federal laws, codes, rules and regulations; 
Policy and procedure development and administration principles and practices; 
Strategy development principles and practices; 
Strategic management principles and practices; 
Program management principles and practices; 
Budget administration principles and practices; 
Marketing principles; 
Grant management principles and practices; 
Analytical methods and techniques; 
Title 5 regulations related to California Community College auxiliary organizations;  
Operational characteristics, services and activities of a 501c non-profit organization; 
State and federal laws and regulations related to a 501c non-profit organization. 
 
 
Ability to: 
Supervise subordinate staff; 
Lead or manage a nonprofit organization and/or foundation operations effectively; 
Interpret and apply applicable laws, rules and regulations; 
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Prepare and administer budgets; 
Develop and analyze policies and procedures; 
Speak in public, present information, group facilitation, influence and negotiate; 
Plan and implement program components; 
Compile and analyzes data; 
Analyze problems, identify alternative solutions, project consequences of proposed actions and 
make recommendations in support of goals; 
Effectively direct multiple fundraising initiatives in support of college priorities; 
Build and expand private philanthropy; 
Develop and maintain effective relationship with members of the community, business and 
industry, management, board of trustees, staff and volunteer fundraisers; 
Work with diverse academic cultural and ethnic backgrounds of faculty and staff, students and 
community members; 
Utilize computer technology for communication, data gathering and reporting activities; 
Communicate effectively through oral and written mediums; 
Build successful relationships with volunteers and donors and with the academic and 
administrative leadership; 
Excellent interpersonal and intercultural communication skills; excellent oral communication 
and ability to participate in public speaking events. 
 
Other Requirements: 
 
ILLUSTRATIVE EDUCATION AND EXPERIENCE: A typical way to obtain the above knowledge and 
skill is a combination of education and experience equivalent to: 
 
Associates or Bachelor’s degree from an accredited four-year college or university in Non-Profit 
Management, General Management, Public Administration, Business Administration or related 
field. Relevant experience may substitute for the degree requirement on a year-to year basis. Five 
years of full-time experience in fundraising in a community college or public higher education 
institution; experience in Foundation Board development, annual giving, foundation and corporate 
relations, personal solicitation of major gifts, capital campaign planning and implementation, 
volunteer training and estate planning is required.   
 
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are: 
 
Work is performed in an office environment with frequent interruptions and irregularities in the 
work schedule. Frequent in-district and state travel is required. Work hours may vary and frequently 
evening and weekend work is required. No special coordination beyond that used for normal 
mobility and handling of everyday objects and materials is needed to perform the job satisfactorily.  
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