
Our innovative and growing company is looking to fill the role of alumni relations
manager. To join our growing team, please review the list of responsibilities and
qualifications.

Responsibilities for alumni relations manager

Responsible for managing fund-raising events in collaboration with and on
behalf of the Board of Visitors and the Junior Board of Visitors
Responsible for the Board of Visitors’ bi-annual publication, Board Briefs, and
other publications as warranted and required, working closely with the Sr
Coordinates with the leadership of the Board of Visitors to expand the
Board’s outreach to other major urban centers in the State of Alabama
through the recruitment and training of volunteers committed to the SON’s
mission of undergraduate and graduate education
Under the direction of the Sr
Travel to and interact with alumni at dozens of events each year throughout
the United States, but primarily in Southern California, including receptions
and exhibit halls at key professional conferences, networking mixers, on
campus lectures, and other University events
Initiate and conduct meetings with individual alumni or groups of alumni both
in conjunction with and separate from the above events
Encourage alumni to support the University as annual donors and volunteers
(preceptors, guest lecturers, class agents, reunion organizers,
board/committee members)
Promote institutional pride and enable alumni to serve as advocates for and
ambassadors of the University by providing them with up to date news and
information
Create detailed contact reports of meetings and events to document relevant

Example of Alumni Relations Manager Job
Description
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Advancement colleagues and college administrators, to maintain the accuracy
of the University’s constituent database
Assist in the planning and execution of Alumni Relations events and
programs, including class reunions, and incorporating the development of
marketing and promotional materials (e.g., e-mails, web pages, articles and
interviews)

Qualifications for alumni relations manager

Assist to implement and promote alumni programs that support the RLC's
strategic plan the goals of the program
Oversee management of accurate and complete A/A database records
Facilitate and oversee social media communications and web pages, and
implement other messaging as outlined by A/A Director
Maintain organizational calendar of A/A-related events and activities
Support the establishment of relationships with a wide range of A/A in the
region and internationally
Educate graduating RLC leaders/students about A/A benefits and engage
them in programs


