JOB DESCRIPTION

Position Title
Associate Director, Alumni and Parent Relations

Reports to
Director, Alumni and Parent Relations 

Position Overview
This staff member is a full-time member of the Alumni & Parent Relations staff and is an important player in the Advancement & College Relations team. The Associate Director is responsible for alumni relations, volunteer management, and support of the overall mission and activities of the office.  The Alumni & Parent Relations office offers events, programs, and opportunities that promote stewardship to the college and establish lifelong connections among alumni, parents, and the greater St. Olaf community. 

Essential Job Functions/Responsibilities
· Lead office staff, Advancement & College Relations team members, and various others to plan and implement Celebration Weekend. Oversee all details related to hospitality, logistics, food-service, media, facilities, rental services, and cross-campus collaboration. 

· Recruit, manage and support volunteers in the development of regional club activities, concentrating on club events in Colorado, Seattle, Arizona, and the Twin Cities. Work closely with the Advancement & College Relations team to develop strategy and synergy for these geographic areas. In Twin Cities, focus on engaging the retired alumni community. 
· Identify, train and support, with Partners in Annual Giving staff and lead volunteers, the 55th, 45th, 40th, and 20-year reunion committees. 

· Provide primary direction and support, in collaboration with Partners in Annual Giving staff members, for the planning and implementation of the Summit on the Hill, the annual volunteer workshop.
· Manage the Alumni Awards process. Additionally, plan and implement a campus-wide celebration to honor the award recipients. 
· Assist with overall support of the Alumni Board
· Develop and manage budgets for Celebration Weekend and reunions
· In addition to the primary responsibilities outlined above, we will utilize the strengths and interests of our team member in ways that support our mission and needs.

Supervisory Responsibilities
May provide functional work direction to student workers and alumni volunteers

Contacts
Primary contact: Advancement staff, alumni, parents, students, and 

Occasional contact: Campus faculty and staff members and colleagues in similar positions at other institutions
Education/Experience/Skills (supported by job duties)

Required:     
B.A.                  

Preferred:    
The successful candidate will have a strong commitment to the goals of a liberal arts education and the importance of St. Olaf’s relationship with its constituencies. Demonstrated ability to manage volunteers is important, as is independent judgment, initiative, and a proven ability to be a contributing member of a team. Ability and enthusiasm for working collaboratively with a variety of campus offices and departments is critical, as are initiative and imagination.  The position requires outstanding verbal and written communication skills, as well as the ability to manage multiple priorities and complex projects while maintaining attention to detail.  Excellent interpersonal skills and an ability to motivate others is essential. 
Physical Demands
Lifting, carrying and moving of light-weight boxes, supplies and signs around campus during major program weekends.

Working Environment
Normal office environment

Work Schedule
FTE: 1.0

Term: 12 months
Shift: Campus Office Hours, 8:00am-5:00pm

This position requires flexibility in schedule. Candidates will often travel off campus and across the country for events and programs that support the college’s mission. Candidates should be prepared for at least 10 hours of work, per week, outside of regular office hours. Certain times of the year require intense evening and weekend work.  
Approval      
Nathan Soland                                  
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Note
This job description is not intended to be all inclusive.  Employee may perform other related duties to meet the ongoing needs of the organization.

