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Position:

Senior Director of Alumni Engagement
Classification:
Administrative Staff (2,080 hours annually, full-time)
Reports To:

Vice President for Institutional Advancement
Description:
The Senior Director of Alumni Engagement is responsible for the development and management of comprehensive alumni programs that support increased alumni engagement, increased university visibility, recruitment and fundraising objectives.  The oversight of these activities and events should encourage constituent participation at multiple levels.  
Responsibilities:
· Create a vision and strategy for a sophisticated alumni relations program that will build stronger relationships with alumni and other constituents of the university.
· Interact with a wide range of alumni on a personal basis in order to establish working relationships that enhance the constituent's affiliation with the university and their ownership of programs and activities.  This includes, but is not limited to, one-on-one and group discussions/meetings both on and off campus.
· Provide staff management and communicate closely with volunteer groups including, but not limited to, the Alumni Council and the Varsity Club Board.
· Assist the Vice President with the development of strategy for the continuation and enhancement of a strong stewardship program that demonstrates university appreciation and builds relations with donors and prospects.
· Oversee, with the assistance of the Assistant Director of Alumni Relations, the activities of an annual reunion program.
· Provide direction and supervision for alumni awards, segmented affinity groups, alumni travel, regional events, student mentoring, student/alumni career networking and other specific alumni engagement activities and programs.
· Maintain, with the assistance of the Electronic Communications Coordinator and the Public Relations office, an alumni home page, events calendar, articles for The Pioneer magazine, alumni social networking (Facebook, LinkedIn, Twitter, Carroll Connect), and special mailings and other publications as needed.
· Create and maintain an annual strategic plan which includes a calendar, established measurable goals and an anticipated budget.
· Collaborate with faculty and staff on partnership initiatives that enhance alumni engagement and support the mission of the university.  
· Travel as needed and appropriate to support associated programs and events.
· Establish, coordinate and manage alumni services including alumni discounts for Carroll facilities, the Pioneer Shop, library access, diploma frames and other programs as opportunities become available.
· Supervise the Assistant Director of Alumni Relations, Electronic Communications Coordinator, Director of Stewardship and Donor Relations, Director of Administrative Services and one support position.
· Perform other duties as requested, delegated or assigned

Qualifications:

Education and/or Experience:
· Bachelors degree
· Minimum of five years of related experience in a similar position for a non-profit      organization, preferably in higher education 

· Three or more years management experience in a volunteer or fundraising environment required
· Familiarity with prospect management systems

· Knowledge of Jenzabar or other advancement data products


Knowledge, Skills and Abilities:
· Proven experience in orchestrating volunteers and developing creative and thoughtful 


alumni programs.  
· Requires advanced human relations skills to prepare and make public presentations and facilitate group processes.  
· Excellent presentation skills are critical as this position will communicate frequently with a wide range of internal and external constituents.  
· Diplomacy, tact and courtesy are paramount.  
· Requires the ability to supervise and coordinate complex office and administrative functions.
· The ability to plan, organize, prioritize, delegate and review work in order to meet schedules and timelines is essential.  
· Requires the ability to analyze situations and implement appropriate actions and responses.

· Strong writing skills in order to develop professional reports, strategic plans and correspondence are very important.
· Must demonstrate the ability to clearly articulate the mission of Carroll University.
· Should have the ability to take initiative and follow through with minimal supervision.
· Demonstration of integrity, positive attitude and a sense of humor.
Submit cover letter and resume to: hroffice@carrollu.edu
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