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JOB DESCRIPTION

POSITION TITLE:
Coordinator for Study Travel and Alumni Programs
REPORTS TO:
Director, Alumni and Parent Relations

PRIMARY FUNCTION:
Edit and write promotional materials. Make flight arrangements for Study Travel programs. Provide customer service and information for Study Travel program participants and prospective customers. Manage department Web site. Work with Boston Alum/Parents Club. Assist with class newsletters. Collaborate with Study Travel director on promotion and policy issues. 

AREAS OF RESPONSIBILITY:

1. Program promotion

· Edit/write copy for Study Travel newsletters; arrange for printing, mailing lists and mail house services.

· Serve as web master for Study Travel web pages: review, revise, update and create new pages. Undertake training to stay abreast of trends and tools as necessary.

· Participate in one Study Travel program per year to stay current with the Study Travel experience, provide support for program leaders and gather information for writing promotional articles for newsletter and web site.

· Provide information for St. Olaf magazine house ads and copy for Ole Weekly e-newsletter. 

· Edit Study Travel materials including monthly e-newsletter, program information and general promotional materials

· Update and maintain Study Travel mailing list on Millennium

· Supply Study Travel materials for college events, including Alumni/Parent events, music tours, conferences, information desk, Study Travel bulletin board.

2. Constituent and vendor relations

· Communicate with registrants on their travel arrangements for Study Travel programs including add-ons to programs, departures and returns from cities other than program gateway; confirm flight plans and extra costs

· Communicate with travel agent on flight plans for groups and specific needs for participants, including extensions and arrivals/departures from cities other than gateway.

· Handle payments to and refunds from travel agent/airlines for group flights.

· Monitor penalty deadlines and other airline regulations to avoid and/or minimize exposure to penalties

· Cover for program director in his/her absence: answer participants’ questions; work with travel providers on program details; answer faculty leaders’ questions; manage unforeseen difficulties

· Respond to inquiries about Study Travel programs

3. Collaborate with Study Travel director on ideas for programs, goals, promotion and policies for Study Travel.

· Review and revise all documents and materials including print, e-mail and web pages

· Plan and host Study Travel appreciation event 

4. Assist AA – Web Specialist and class volunteers to write, design, and mail annual class newsletters.

5. Work with Boston-area alumni/ae and parent volunteers to implement club events.

· Help plan, organize and support three events for 2009–10 (fall dinner, February event in conjunction with St. Olaf choir concert, day of service project in April)

· Investigate possibilities for event(s) in northern New England

SUPERVISORY RESPONSIBILITIES: 
One student assistant (full-time summer, part-time school year). Collaborate assigning work. Supervision is shared with the program director.

CONTACTS:

· President, Vice President/Regents/Department Heads — answer inquiries occasionally

· Faculty and staff— provide information about Study Travel programs/marketing — occasionally

· Students/parents/alumni/donors/public/customers — flight plans, answer questions regarding Study Travel programs — daily

EDUCATION: 
Essential:

Bachelor’s degree 

EXPERIENCE:
Essential:
Three to five years writing and editing; handling logistical details independently; customer service, use of multiple software programs, especially for the web

KNOWLEDGE, SKILLS, ABILITIES:

Writing and editing for print and web publication; handle multiple projects and inquiries; excellent customer relations; detail orientation; organized, accuracy with numbers, names, details; follow-through; spreadsheet and database management; Web site management

PHYSICAL DEMANDS:
Operate computer many hours per day, communicate by phone, carry boxes of supplies and meeting materials as needed

WORKING ENVIRONMENT:
Non-handicapped accessible campus (indoors and outdoors)

WORK SCHEDULE:
FTE: .75

APPROVAL:


DATE:
Updated 4-14-09
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