
 
Student Leader - Donations Coordinator 

Extreme Stater - 2017 
 

Purpose: 
This position will be responsible for requesting and managing donations from Penn State departments and 
local and national businesses for Penn State’s Extreme Stater, an outdoor adventure race.  This leadership 
position provides practical, hands-on experience with managing prize donations for the top five teams as well 
as for a participant raffle.  The donations coordinator will report to the Coordinator in Health Promotion and 
Wellness.  
 
Principle Duties and Responsibilities: 

1. Assist professional staff with operations leading up to the Extreme Stater.  
2. Participate in planning meetings in preparation for the event. Report on progress obtaining donations 

and making requests for donations.  
3. Work with other student leaders (PR & marketing, volunteer, and resource/logistics coordinators) to 

deliver an outdoor adventure race. 
4. Work with professional staff to determine prize bundles for participants. Determine budget expenses. 
5. Write a letter to businesses to promote the event and to communicate the benefits of sponsorship 

through prize donations.   
6. Contact local and national businesses to seek prize donations. 
7. Manage and record all donations. 
8. Attend Extreme Stater on October 14, 2017 at Stone Valley. Assist with set-up and breakdown. 
9. Write acknowledgement letters thanking donors. 
10. Perform other duties as assigned.  

 
Learning Opportunities: 
Through this leadership experience, the student will learn about planning, team work, and implementation of 
an event at a large university.  Primary responsibilities include writing donation letters, contacting businesses 
and offices, and managing donations.  This position will have the opportunity to prepare and deliver an 
effective donation request document.  With assistance and approval from the professional staff, the donations 
coordinator will create a letter that will be used in subsequent years.  The donations coordinator will work 
before, during and after the event to ensure proper communication with all donors.  This position will gain a 
strong appreciation for the numerous steps and interactions involved in hosting a large event. 
 
Qualifications:   
Applicants must be a full-time student enrolled in any undergraduate program at Penn State.  We are looking 
for an individual who is an enthusiastic and resourceful team player who is able to build trusting relationships 
with businesses and colleagues.  Experience with gift contributions is useful.  The individual must possess 
strong verbal and written communication skills; be flexible and available to meet during the morning or 
evening and some weekends; and must be willing to collaborate with and commit to a team.  Knowledge of 
and/or special interest in outdoor recreation is preferred but not required. 
 
To Apply:  
Send your resume and cover letter by April 14, 2017 to Erin Raupers (eeg5005@psu.edu), Coordinator, Health 
Promotion and Wellness.  
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