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Alumni and Marketing Coordinator
Position Summary:  The Alumni and Marketing Coordinator will work in a fast-paced, deadline-driven environment. Responsible for implementation of programs and projects that engage alumni, students, parents and key constituencies. The position develops and implements strategies that advances the College’s mission as well as enhances its image and visibility to internal and external target markets through the delivery of innovative publications and a marketing plan.
The Alumni and Marketing Coordinator collaborates with colleagues in the administrative offices throughout campus (including, but not limited to the Office of the President, Admissions, Athletics, Academic Affairs, Career Services) to create pathways for alumni engagement. The Coordinator will be actively involved with event planning, alumni programming, and supporting volunteer leadership.
The position serves the Office of Marketing and Communications as it seeks to provide effective marketing communication strategies that are anchored in integrity and help strengthen Sterling College. They are to ensure brand consistency in all materials.
Responsibilities:

ALUMNI RELATIONS

Plan, implement and promote alumni programs that support Sterling’s strategic plan as well as the goals of a capital campaign in collaboration with colleagues within the Office of Advancement, the Office of the President, and throughout campus. Establish and build relationships with a wide range of alumni- locally, regionally, and nationally. Maintain regular communication with alumni via identified channels. Provide training and support to alumni volunteers.
· Works closely with senior staff to facilitate Alumni Council and Parents Council activities including meeting logistics, and to establish and maintain productive programming and relationships between its members and the College.
· Plays a key role in the planning, promoting, and management of Homecoming Weekend.  
· Organize and implement effective reunion programming.
· Strategically plan and promote Alumni Gatherings in key geographical markets.
· Coordinate project management for special events conducted both on and off campus.
· Coordinate with the Director of Career Services to plan the growth and accessibility of career networking services for students and alumni.
· Ensure accurate and complete alumni database records; capture contact, biographical and career information of alumni surveys, projects, correspondence, website, etc.
· Educate students about the alumni association and engage them in programs.
· Collaborate with advancement colleagues to routinely identify alumni prospects for volunteer leadership and giving potential. Document development-related activities via written contact reports filed in Raiser's Edge and periodic attendance at prospect management meetings.
MARKETING AND COMMUNICATIONS

The primary responsibilities of the position include developing and implementing a long-term marketing and communications strategy and providing counsel to the Vice President and Office of the President in applying a proactive role in the marketing and communications of the College. Implement an integrated marketing, communications and branding strategy for the College. 
· Plays an important role in writing, editing and coordinating communications for the College including the Sterling magazine, monthly eNewsletter to alumni, quarterly Prayer Warrior Calendar, quarterly electronic newsletter to parents, press releases, and coordinate the work of part-time writers, interns, and student workers.
· Coordinating media relations consistent with the mission and vision of Sterling College, follow public relations protocols to communicate with the College’s stakeholders.
· Participate with a cross-functional team to implement the College’s social media plan to including Facebook, Twitter, Instagram, Pinterest, Tumblr, and YouTube.

· Serve on the Emergency Preparedness committee representing the communications function.
· In close coordination with the Vice President, Graphic Designer, and Web Manager, manage the creation and development of all promotional materials to meet objectives of the College.

· Uphold protocol to ensure a uniform “house style” (uniform fonts, colors, logos, pictures) documented in the Visual Identity Guide
· Implement overall print marketing strategy for the College
· Create, design and produce artwork to meet objectives of the College

· Manage relationships with area print vendors and continually search for competitive bids ensuring the best stewardship of the College’s resources

· Stay abreast of industry trends and graphic design tools
· Support the Vice President in managing relevant budgets 
· Provide ongoing assessments of all marketing and outreach efforts including return on investment
· Other duties as assigned

Qualifications:

1. Bachelor’s degree

2. Experience with Adobe Creative Suites and MS Office products and other general purpose tools (Acrobat, FTP, multiple Internet browsers, etc.)

3. Strong skills in writing and editing essential

4. Ability to work independently and responsibly while managing numerous projects simultaneously

5. Ability to blend attractive design and high functionality in all projects

6. Must be able to receive constructive criticism well

7. Ability to maintain a high level of poise and professionalism in all circumstances

8. Ability to build excellent relationships with on-campus constituents

Compensation: 
Salary and benefits are commiserate with education and experience 

Because the nature of this position represents a Christian college, it is essential that an exhibition and articulation to a commitment to Jesus Christ be demonstrated, coupled with the desire to enthusiastically endorse and support the College mission and statement of faith.


Reports to:
Vice President for Institutional Advancement and External Relations
Status:

 Full-time staff
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