Saint Michael’s College

Job Description

Job Title: Associate Director of Alumni Engagement

CC: FCON

Saint Michael’s College

Job Description

Job Title: 
Regional Assistant Director of Alumni Engagement 
Department:
Career Education & Alumni Engagement Center
Supervisor or Manager:  Director of Alumni Engagement
Date Created:  6.14.18


Last Revised:  11.13.18
Our Mission: It is the mission of Saint Michael’s College to contribute through higher education to the enhancement of the human person and to the advancement of human culture in the light of the Catholic faith.

Summary:
· Works independently and as part of a team to recruit, cultivate and steward a wide range of volunteers including alumni, parents, employers/community partners, and faculty to both plan and participate in events and programs that leverage these relationships to prepare students for life after college. 
· Created physical and virtual communities that engage alumni and other constituencies to educate students and alumni on trends and issues in chosen fields of interest, generate internship and employment opportunities and connect them with alumni and employers for mentorship and networking. 
· Met with alumni and parents one-on-one or in small groups for strategic engagement, manage employer relations, plan and facilitate networking events and other related events. 
· Assisted in the development of dashboards & metrics which provide quantitative analysis of program and event outcomes

· The individual contributes to the Institutional Advancement departmental goals in the following areas that provide impact to students, alumni and the college:
· Increase in engagement through volunteerism, event attendance, programs, tech tool adopters, etc. 
· Increase in career connections that foster networking and mentoring among alumni and students via multiple channels; including but not limited to online platforms and in-person programs. 
· Increase in donor participation 

Major Objectives:
· Monitors and analyzes program metrics, including engagement activity and reports to manager
· Optimizes the use of technology including social media for marketing, communications, data reporting and analysis

· Meet with a minimum of 160 constituents in first year through one on one or small group engagement visits. After first year visit goals will be set with supervisor.
· Manages activities associated with College's Career Education & Alumni Engagement Team (promotion, recruitment, database management, matching process, and regular communications).
Programs and Events

· Develops, plans and implements strategies, goals and approach for programs and events that promote engagement and philanthropic opportunities. 
· Event planning and execution will involve marketing, programming and following up with participants and event collaborators 

· Creates programming designed to bring alumni, parents, corporations and students together for mutually beneficial career outcomes
· Plans a wide variety of events to further the College’s strategic goals including on-campus and regional programs like Reunion, Alumni Family Weekend, and Career-related events. Returns to campus to manage these events as directed by supervisor. 
Prospects & Gifts 

· Develops and implements individual engagement plans for participation and volunteer opportunities, 

· Collaborates with regional admissions counselor for new student recruitment
· Identifies potential prospects through visits and engagement opportunities; informs supervisor and gift officers of potential prospects (directly and through using the database systems); participates in strategy development for potential donors and collaborates with IA team to implement donor strategies as appropriate 

Volunteers

· Travels around New England, primarily the Boston area, to meet with individual alumni, parents, employers, etc. to engage them as volunteers in strategic initiatives 
· Recruits, communicates, and stewards volunteers regularly 

· Coordinates volunteer strategies with other development staff, including volunteer events, programming, marketing materials and social networking efforts

· Works with the CEAEC team to implement regional events and programs to foster career development experiences, employment opportunities, young alumni career development or other programs that are yet to be developed

Career Education

· Works with the entire Career Education & Alumni Engagement team on objectives and goals for the Life After College initiatives 
· Utilizes and help market SMC Connect and Handshake technologies to promote networking and mentoring between students and alumni 
· Develops strategic relationships with alumni and corporate employers in industry-related fields to ensure students are prepared with cutting-edge knowledge and skills in their Life After College
· Seeks opportunities for students for internships and jobs in industry-related fields and develop corporate relationships in these fields
· Increases internship and employment opportunities by promoting St. Mike’s students to local, regional and national employers
· Develops and maintains relationships with assigned faculty and staff partners/departments/programs to leverage alumni engagement and student career preparedness. 
Demonstrates Excellence:
· Listens and communicates effectively with strong verbal and written communication skills
· Works independently and as part of a team

· Acts as a versatile team player who excels in relationship-building

· Possesses strong organizational skills with excellent follow-through ability

· Develops relationships with alumni and all major constituencies
· Has a rich understanding of the liberal arts and what such an education and institution embodies
· Possesses polished and professional presentation skills as well as an enthusiastic approach to presenting
· Building relationships, creating programming, and executing a wide variety of events. 

Education and Work Experience:

· Bachelor’s with minimum of five years of experience in higher education and/or development work. 
Analytic Skills:

· The ability to recognize several likely causes of events, analyze relationships among several parts of a problem or situation, and then formulate a multi-step response is required. Strategic planning skills.
Language and Literacy Skills:
· Reads and interprets a wide range of information to small and large groups. Effectively manages meetings. Often in speaking, represents the institution to the audience. Communicates regularly and effectively with a wide range of groups
Computer/Technology Skills:

· Familiarity with Microsoft Office products, platforms related to volunteer management and mentoring, database management, virtual meeting technology and social media desired.
Physical Demands:
Work is often performed in a typical office environment requiring:

· Sitting in a normal seated position for extended periods of time

· Reaching by extending hand(s) or arm(s) in any direction

· Dexterity sufficient to manipulate objects with fingers, for example operating a computer keyboard

· Communication skills using the spoken word

· Vision sufficient to see within normal parameters

· Hearing sufficient to hear within normal range

· No or very limited physical effort

· No or very limited exposure to physical risk

While performing the duties of Associate Director of Alumni Engagement, the employee must occasionally lift and/or move up to 20 pounds.  

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with a disability to perform the essential functions.

Additional Requirements for the Job:
· Infrequent evening and weekend work related to event management 
· Must travel to campus as directed by manager
The above job description in no way states or implies that these duties are the only duties performed by this employee.  The incumbent is expected to perform other related duties necessary for the effective operation of the College.
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