Your Career

Ideas and resources to help advance your career

By Pamela Cook, ACFRE, and Paul Gietzel

Your work is not a static activity, and over time you will accept additional responsibilities
and acquire more experience and credentials. Your Career is designed to help readers
prepare for the new opportunities and challenges they will encounter as professional
fundraisers. If you have suggestions or information you would like to share, or if there is a
topic you would like to see addressed, please email ap@afpnet.org.

Be Prepared!

Life andyour career is full of surpris-
es, so it is important to be prepared for
any situation. If you are in an active job
search or just keeping your eyes open,
here are some pointers to keep in mind:
Seek out opportunities to keep im-
proving your skills. Nonpro ts expect
you to remain current on trends and
knowledgeable about best practices.
Give yourself suf cient time to con-
duct a search. Landing a new position
is likely to take you four to six months
or even longer. Make sure that you
have the nancial cushion to be able to
weather a period of job seeking if you
are not currently employed. If you are
working, remember that it may take a
while to make a transition, and know
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that looking for a new position may
feel like holding a second job.

Re ect on the kind of position for
which you are best suited. Do you want
to be a manager and have the skills to
hire, motivate, mentor and potentially

reemployees? Do you like to specialize,
and would you prefer a position where
you can focus on grant writing, major
gifts, annual fund, direct mail or special
events? Do you like to work as part of
a team of development professionals, or
would you prefer to be in a small shop?
Can you navigate the politics of a large
organization? How much risk can you
take? Do you want to travel?

Think about the sector where you
can be passionate. Do you get most ex-
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cited in working for a particular kind
of organization, such as healthcare, en-
vironmental, education or the arts? If
so, consider restricting your search to
organizations in this sector.

Network! You probably already
know the value of getting to know oth-
ers in the development eld and realize
that these connections can be extremely
valuable. You can use these same net-
working techniques in different situ-
ations, in both your professional and
personal life, and everyone even those
who groan when they hear the term
could probably network better. Here
are some easy tips that will help in a
job hunt and beyond:

Always carry business cards. You
never know when an interesting con-
nection may emerge, and you want to
be prepared. Even if you are between
jobs, make and carry a business card
and include your email, phone, fax
and website.
Collect business cards when you meet
people, and make sure that you do
something with the cards of people
who may be helpful. Make a note on
the card of anything that will help you
later remember these individuals. En-
ter their email addresses and contact
information in your system as soon as
you return to your computer or PDA.
Treat your contacts the same way you
treat your major donors. Build rela-
tionships and follow up. If you have
something in common, make a note
on the card and send that article of
interest, that reference on a babysit-
ter or that contact at the foundation.
If an individual offers you names of
people you should talk to, particular-
ly if you are seeking a new position,
you should write down the names
and then contact the individual later
for contact information.

Be generous with your advice. Many

people are very willing to be helpful

to you. Reciprocate.

Return all phone calls and emails.

Sometimes you may not recognize
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the name of someone who called, but
call all the same. It will not take a lot
of time, and you may make a friend
or contact.
If you are looking for a new posi-
tion, tell everyone. Do not restrict
your search to only those in the same
eld. Someone in an unconnected
eld may have a cousin, a friend or a
colleague who is in the same eld.
Whatever you are seeking a new
job, a new staff person or a new ex-
ercise club be able to quickly and
clearly express what you need. If you
are the kind of person who feels ner-
vous, practice before you go to an
event so you can feel comfortable.
Create your own interest groups.
Since so many of the best contacts
come through people you know, set
up opportunities to interact with
people you like and would enjoy see-
ing more often. Form your own book
group, giving circle, running club,
wine group, etc.
Form a small informal group of pro-
fessional colleagues who work in the
same sector, and meet regularly. For
example, nd four other people who
work in a position similar to yours,
in the same geographic area or the
nonpro t sector. If you are looking
for a position, this could be a group
of others who are also job hunting.
Recruit them to be a part of your
group and develop some ground
rules around con dentiality and how
often and where you will meet. This
small group can be a great support
group and can reduce the feeling of
isolation that may develop.
Review lists of people who will be
coming to events, and research and
target in advance some individuals
you would like to meet. You might
get in touch before the event and set
up a time for a conversation.
Participate in the groups in which
you are active. For example, AFP
can provide wonderful opportuni-
ties to meet people at events, but to
fully leverage your membership, you
need to get more involved. Volunteer,
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showecase your skills and help others.
People will remember you and be
more willing to help you.

Volunteer with other nonpro ts
about which you are passionate. One
of the best suggestions | received
when | was starting a job search some
years ago was to join a board. Serving
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on the board was enjoyable, helped
me build some new skills and led me
to have a different level of empathy
about being a donor and fundraiser
and holding duciary responsibility.
If your networking leads to a new
position, let everyone know and
thank them.

A Team of Trusted Advisors.
Not an Army of Salespeople.

Your day includes dealing with an
extraordinary number of tasks. Some
are large and important. Others are
small — and still important. That’s
the beauty — and challenge — of
being a nonprofit.

At Telosa, we work exclusively with
nonprofits, providing intuitive, expand-
able and cost-effective fundraising
and information management soft-
ware that allows you to remain
focused on the task at hand, as well
as your long term goals.

By committing to you as a partner
who learns the specifics of your
organization and situation, we can

guide and advise you to the best
solution, then remain a close resource
as your needs shift.

Whether you’re using an internally
developed database or coming from
another fundraising software program,
there’s no need to fear software
changes — and no reason to overpay
for complex alternatives.

Contact Telosa today. Most of us —
including our founder — come from
the nonprofit world, so we’ve walked
in your shoes and support your efforts.
We'd love to hear your story and help
to simplify your life.

Find out more at OOOTIO00000!]
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www.telosa.com / infoetelosa.com / 800.676.5831 / 650.853.1100
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Improve your technology skills.
Most positions expect you to be able
to provide much of your own admin-
istrative support; to be pro cient in
email, Word, Excel and PowerPoint;
and to be able to use the Internet. If
your current job has not required this,
you should make sure you have at least
basic skills before you launch your
search.

Always keep your r@sum@ up-to-
date. You never know when that dream
job may appear and you will need to
act quickly. In addition to a r@sumg,
keep samples of your writing and other
collaterals such as event invitations,
annual reports or marketing materials.
Stay in touch with your past supervi-
sors, colleagues and key contacts so
that you will have current contact in-
formation for references.

Make your r@sum@ stand out from
the rest:

1. Provide contact information
where you can be reached easily and
quickly. If a work number is not ap-
propriate, have a cell or home number
that you check several times a day for
messages.

2. Consider having a nonwork
email address that you will check sev-
eral times each day. To ensure your
con dentiality, many employers will be
reluctant to contact you or leave a de-
tailed electronic or phone message with
a current employer.

3. Prepare your r@sumg@ in a stan-
dard Word or PDF format. Do not put
periods in the document name. Re-
member that a potential employer will
see the document name, so avoid names
like ResumeForNonpro ts that might
indicate that you are unfocused. Email
your r@sum@ to different addresses to
make sure it transmits properly and
print it from more than one computer
to make sure that there are no issues
opening or printing it.

4. Be consistent in your language
and format. If most of your bullets start
with verbs, make sure they all do. Use
clear and concise language and include
dates and locations. Quantify accom-
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You never know when
the individual you
meet today might
be a colleague, a

volunteer or a
donor in the future.

plishments such as amount raised, in-
creases over previous years, number of
volunteers, number of reports, etc.

5. Use spell check and have a friend
proofread your rgsumg.

6. Determine whether a potential
employer wants to receive your mate-
rial online or in hard copy. Given the
amount of mail we all receive, you do
not want to send multiple copies if they
are not needed.

7. Be ready to provide references,
but in most cases do not include them
on your r@sumg.

8. Prepare a strong cover letter. It is
worth spending some time on the cover
letter and using it to demonstrate why
this position interests you and to high-
light what it is in your background that
makes you the right t.

9. Make the r@sum@ as long as it
needs to be, but be concise. If you have
been working for a number of years,
it is OK to have a rgsumg that is sev-
eral pages. Do not include your photo
in the United Sates (while common in
some other parts of the world, it is a
distraction here). Avoid exceeding
200 kilobytes, or you may be screened
out or clog your potential employers
system.

10. If you email your r@sumg, proof-
read it carefully. Even with a perfect
rfdsumg, a careless message can lead to
your elimination.

Practice your interviewing. If you
have not interviewed for a new position
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for a while, your interview skills may
be rusty. Do your homework about
an organization and try to anticipate
questions that you may be asked. Al-
ways prepare some questions about the
organization and the position. Have
a friend interview you. Prepare your
responses to tough questions about
why you have left other positions and
what has prompted you to be open to
new opportunities. Be prepared to talk
about any gaps in your employment
history.

Keep track of your search contacts.
Keep records of all of the contacts
you have made, and include the dates,
the discussion and the outcome. Send
thank-you notes and let your contacts
know what you are doing.

Be a source for others. In develop-
ment, there are numerous opportuni-
ties to assist others who are moving
through their careers. In addition to
serving the nonpro t sector by helping
to improve the pool of professionals,
you never know when the individual
you meet today might be a colleague, a
volunteer or a donor in the future. And
you never know when you will be look-
ing again, when you will need to hire
someone or maybe just want the rec-
ommendation for a new restaurant. @

Pamela Cook, ACFRE, and Paul Gietzel work
for Pamela Cook Development & Search, an
executive search rm in the San Francisco
Bay area.
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