
Our company is growing rapidly and is hiring for an alumni relations manager. To
join our growing team, please review the list of responsibilities and qualifications.

Responsibilities for alumni relations manager

Develops an annual alumni relations plan and calendar that integrates with
the overall strategic plan of the Advancement Office
Works closely with the Alumni Advisory Council, arranging its meetings,
staffing its committees and ensuring strong and productive relationships
between its members and the administrative team
Working with the Advancement team, helps foster and grow alumni support
and participation in the Fund for Seton Catholic and other fundraising
programs
Working with the Advancement team, helps to ensure accurate and complete
alumni database records
Working with the Manager of Marketing and Communications, helps to
coordinate marketing and communications pieces directed to alumni,
including blast emails, website content, social media, annual fund letters,
Sentinel Shield
Working with the Director of Advancement, plans and implements a well-
rounded calendar of events including Homecoming, Hall of Fame, Young
Alumni/Senior Forum, Winter Musical Alumni Reception and the Golden
Sentinels Reunion
Develops and oversees the budget for alumni relations
Serves as a liaison for other department/school alumni related events such as
annual athletic events, fine arts, campus ministry and other important school
events
Create alumni relations annual plan and produce prior year analysis for

Example of Alumni Relations Manager Job
Description
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In collaboration with the CUBAA, develop plans and organize programs and
activities designed to engage Arts and Sciences alumni to advance the
college’s strategic goals and foster a sense of affiliation to the college and its
programs with alumni

Qualifications for alumni relations manager

5+ years of progressively advanced experience in a related area of a post-
secondary education environment
Thorough knowledge of higher education administration subject matter and
student development theory to act as a resource for the exploration of new
ideas
Knowledge of methods and procedures for seeking professional employment
including but not limited to resume and cover letter formats, social
networking, job search and interviewing
Experience in career and student development theory
Experience with career and personality assessments such as MBTI, Strong’s,
StrengthsQuest, helpful
Skill in creating a supportive work environment where new ideas are solicited,
evaluated, and implemented


