GREATER INDIANA
COMBINED FEDERAL CAMPAIGN

LOANED EXECUTIVE PROGRAM DESCRIPTION

Purpose
Loaned Executives to the Greater Indiana Combined Federal Campaign (CFC) are federal employees who are trained in campaign management and their primary responsibility is to provide the support necessary for Federal Agency Coordinators to conduct successful campaigns.

Benefits

· Sponsoring federal agencies have the opportunity to develop employee leadership potential.  They will also receive public recognition for their demonstrated concern for the community's well being through a program specifically designed to accomplish this recognition.

· Loaned Executives benefit by having the opportunity to work directly with senior federal executives from their own and other agencies, to receive professional level experience in marketing and communication skills, and to participate in a satisfying program in government and community service.

· The CFC and local community benefit from the Loaned Executive's day to day campaign management support functions which are essential to the campaign's success.  Loaned Executives are also a source of future volunteer CFC leadership.

Qualifications
Loaned Executives may be any federal employee.  They must posses these qualities:
· An ability to be self-directed and exercise good judgment, even under stressful situations.

·  Talents for both organization and communication.

· A willingness to accept new assignments with enthusiasm and imagination.

· The personality projection generally referred to as "charisma."  A successful Loaned Executive is someone who is respected, trusted, and liked by his or her co-workers.

Loaned Executive Responsibilities

During the campaign, Loaned Executives operate under the direction of the Chair of the Local Federal Coordinating Committee (LFCC) and receive guidance and assistance from the Principal Combined Fund Organization (PCFO).  Loaned Executives must be willing and able to remove themselves from their normal work environment for an extended period of time on a full-time basis.  Loaned Executives will arrive for training sometime after September 1st and return to their federal agency by November 30th.
At a minimum, Loaned Executives will plan, organize, implement and bring to a successful conclusion the solicitation of the employees of each federal agency for which they are responsible.  The Loaned Executive, working through the Agency Head, is responsible for marketing and promoting the purpose of the CFC, the reasons for giving, and ensuring that every employee is solicited by properly informed Coordinators and Keyworkers.  The Loaned Executive serves as the Federal Executive Association's CFC representative to the federal agencies to which they are assigned.

Loaned Executives will receive training, instructions, and counsel in the performance of their duties from the LFCC Chair and the PCFO.  The Loaned Executive will work out of the PCFO office space for the duration of their service.

Specific Duties:
· Attend a one week comprehensive training program which encompasses CFC history and overview, CFC policies and procedures, account analysis and preparation, and the elements of a successful employee campaign, speaking before employee groups, and the techniques of persuasive communication.

· Prepare campaign account analysis for 30-35 assigned federal agencies, working from previous year's data.

· Ensure good management of campaign resources.  This includes the sorting and packing of all campaign materials and the distribution of those campaign materials to all assigned federal agencies.  It also includes fulfilling reasonable requests by federal agencies for campaign materials and ensuring supplies are adequate.
· Distribute donor recognition gifts to federal agencies at the start of the campaign based upon historical needs. 

· Promote general CFC events like kickoffs and agency fairs.

· Arrange for speakers and testimonials from CFC charities at the request of federal agencies.

· Establish a campaign plan with each Federal Agency Coordinator outlining the timeline for the campaign and responsibilities for specific individuals throughout.

· Assist in the training of Federal Agency Coordinators and Keyworkers in (1) the technical and motivational features of the CFC solicitation and (2) the "how to's" of conducting their campaigns.

· Help Federal Agency Coordinators set goals focusing on participation rather than dollars and identify strategies to reach those goals.

· Encourage Federal Agency Coordinators to run concise campaigns that fit within the overall campaign dates.  
· Assist with the collection of pledges and report envelopes on a weekly basis and verify accuracy of total dollars reported.

· Sustain close contact with Agency Coordinators throughout the campaign to address any problems that occur.

· Maintain good records for each federal agency so that they can offer weekly updates to the PCFO or LFCC and offer a final evaluation for each assigned federal agency.  Maintaining good records includes keeping accurate points of contact for each office and a communication log with the needs of each federal agency.

· Participate in end of campaign award ceremonies.

· Promote philanthropic giving in general and make sure every federal employee has the opportunity to contribute, but ensuring that no employee is coerced in to giving.

