STERLING COLLEGE

[bookmark: _GoBack]Job Description
Alumni Association Assistant
Reports to: 
Manager of Alumni and Marketing and Vice President for Institutional Advancement and External Relations
Classification: 

Hourly part-time position 15-20 hours per week, Monday, Wednesday and Friday from May 1, 2016 through October 31, 2016.  Some additional evenings and weekends during summer and fall.

Description:
The Alumni Association Assistant is a temporary position from May 1 to October 31, 2016 and is a member of the Alumni Association Office staff. This position will assist the manager of alumni and marketing with various aspects of the Sterling College Alumni Association (SCAA) event and program coordination and management, including but not limited to Homecoming 2016. The position works in a fast-paced, deadline-driven environment and requires management of phone calls and requests from alumni, employees, parents, coaches, students and other constituencies regarding event programming with excellent customer service. 

Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
Exceptional verbal and written communication skills coupled with demonstrated experience in writing and editing professional reports, publications, letters and electronic communications
Ability to prioritize and successfully manage several competing projects at a time while communicating regularly and succinctly with managers and other key team leaders
Outstanding planning, organizational and program management skills including the ability to quickly take an idea from conception to execution while maintaining a strong attention to detail and adhering to deadlines
Must thrive in a fast-paced environment and be able to work independently and efficiently with a varying amount of direction
Must demonstrate strong interpersonal skills and be comfortable engaging with a wide array of individuals
Experience and/or desire to learn more about event planning and/or program delivery

Responsibilities:

The Alumni Association Assistant in the Alumni Association will assist the manager of alumni and marketing with preparation, implementation and execution of the Sterling College Homecoming Weekend and other alumni events and programming. They will assist with the coordination and logistics of Homecoming and other alumni events and help ensure all events run smoothly. 
· Assist with the management of all registrations through Ticketleap, phone calls, emails and mail and will update the Homecoming and/or alumni event web pages to include attendee names. 
· Coordinate all details of events including menus, entertainment, room reservations and arrangements, ordering and setting up decorations, and much more. 
· Creation of event timelines and will help ensure deadlines are met. 
· Assist with the management of volunteer leadership for all alumni events, including but not limited to Homecoming; recruiting, training and preparing the volunteers for their responsibilities. 

The Alumni Association Assistant will be trained in the use of Raiser’s Edge, a constituent management database, for the purpose of updating addresses and contact information, input event attendance and other data as assigned. Accurate submission of data is critical and the Alumni Association Assistant must, at all times, keep information in strict confidence. 
This position will help maintain a pleasant, professional office atmosphere, greeting students, alumni, parents, and other visitors, and interface with other College departments, assisting and directing them as appropriate as it relates to SCAA events and programming. They will answer the telephone, responding to inquiries, disseminating information and directing people as appropriate. They will receive all incoming e-mail, mail and faxes and will respond as appropriate. The upkeep and development of content on the alumni website will be the responsibility of the Alumni Association Assistant, working with the appropriate team members to ensure content is uploaded in a timely fashion. 
In addition to the primary responsibilities outlined above, we will utilize the strengths and interest of our team member in ways that support our mission and needs.
Education/Experience:
· Bachelor’s degree required. 
· Degree in Business, Communications, Public Relations or Marketing preferred.
· Experience in event planning and/or program management preferred.


*Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.
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