
JOB DESCRIPTION

POSITION TITLE



Office Coordinator, Alumni and Parent Relations


REPORTS TO:



Director, Alumni and Parent Relations

PRIMARY FUNCTION: 
This position assists with many aspects of the planning and implementation of alumni and parent programs. Also serves as office receptionist for visitors, telephone calls, mail and email.

AREAS OF RESPONSIBILITY:


1. Manage the office budget, including budget tracking, approving invoices for payment, making cash deposits, writing check requests, and processing reimbursements.

2. Hire, train, and manage student works for the Alumni & Parent Relations office. 

3. Supervise the input and collection of news notes, births, deaths, marriages, and other alumni information by training, cross-training, and utilizing the talents of our student staff. 

4.
Serve as the initial point of contact for answering the telephone and electronic mail and receiving visitors (parents, alumni, students, staff and faculty).

5.
Support aspects of on-campus alumni and parent events (Homecoming/Family, Commencement, & Reunion Weekends). Coordinate with other departments, schedule additional staff as needed, maintain and update event schedules, respond to questions related to weekend events and registration, and specifically manage information for reunion mailings and programs.
6.
Support the alumni awards process.

7. Provide logistical support for the Alumni Board meetings, including hospitality, logistics, transportation, reimbursement, and pre-meeting assembly of information. 

8. Develop relationships with campus offices – including Business Office, Financial Aid, etc., -- in order to best support work related to the office. 

SUPERVISORY RESPONSIBILITIES: 
Select, train and oversee student workers.

CONTACTS:
St. Olaf alumni, parents, students, faculty and staff, and various vendors.

EDUCATION: 
Essential:
High School Diploma or GED 


Desirable:
Baccalaureate Degree

EXPERIENCE:
Essential:
Experience in an office environment, dealing with the public and using telephone and Microsoft Office products. Proficiency in use of email technology and budget and record keeping.


Desirable:
Sensitivity to accurate record-keeping, flexibility, multi-tasking abilities, a team-oriented approach to completing work, experience supervising student staff, and top-notch customer service skills.

KNOWLEDGE, SKILLS, ABILITIES:

Advanced computer skills with proficiency in Microsoft Access, Excel, and Word as well as email programs; excellent organizational skills; strong attention to detail and data accuracy; ability to handle multiple tasks at any given time and with constant interruptions; excellent public relations skills; good general office skills; ability to relate well to a variety of personalities and education levels; excellent writing, proofreading and editing skills. 

PHYSICAL DEMANDS:
Moving of some boxes and materials for special events.
WORKING ENVIRONMENT:

Office environment

WORK SCHEDULE:
FTE: .75


Term: 12 months



Shift: Campus office hours. Must be able to work occasional evening and weekend hours during special events.

APPROVAL:                                                 Director of Alumni & Parent Relations
DATE:
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