
 

 
POSITION DESCRIPTION 

    
 

General Description: 
 
Develop and implement diverse programs for the College’s 19,000+ alumni body, which foster 
goodwill towards Albright College, promote a more informed and interested constituency, and 
cultivate potential donors. 
 
Specific Functional Duties: 
 
1. Develop and implement a written annual alumni plan consistent with the mission of the 

college and the alumni association.  Maintain adequate records, statistics and data of 
alumni involvement with the college. 

2. Provide leadership to the Albright College Alumni Association, the officers and members of 
the Association Board, to ensure that they are a strong, supportive, and effective voluntary 
organization.  

3. Conceive and execute creative programming which increases the number of alumni who 
have formal and regular interaction with the College and its people.  This includes but is not 
limited to: 

4. Regional Events/Key Geographic zones – Develop and promote programming in carefully 
selected cities throughout the United States to support the mission of the college. 

5. Homecoming Weekend– Plan and implement an exciting Homecoming event in the Fall, 
which serves by virtue of attendance as a major alumni event in the annual calendar. 

6. Merchandise and Benefits – Offer memorabilia, services and other items for purchase 
which promote school spirit and a sense of loyalty among alumni, and which provides  
revenue for the College. 

7. Develop new programs which meet alumni “where they are” and involve greater members 
of more diverse alumni in the life of the College.  Additionally, incumbent will identify and 
offer meaningful programs and services that advance the mutual interests of the alumni 
body and the College.  

8. Collaborate closely with development staff to establish class reunion programming which 
culminates in large reunion gifts. 

9. Serve as chief communicator of alumni issues, perspective, and concerns to the College  
10. Collaborate with the College Relations staff to assure timely and accurate communication of 

news, benefits and events to the alumni body. 
11. Collaborate with various campus departments to enhance alumni engagement and expand 

alumni programming.  



 

12. Supervise an assistant director and support staff, whose duties are defined in the position 
descriptions for those positions. 

13. Performs other duties as assigned by the Vice President for Advancement. 
 
Physical Demands: 
The physical demands described below are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to use hands to 
handle, or feel; reach with hands and arms; and talk and hear. The employee is required to 
stand; walk; sit; and is occasionally required to climb or balance; stoop, kneel, crouch, or crawl. 
The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close vision, peripheral vision, and ability to adjust focus. 
 

OCCASIONALLY-0-35% OF 
TIME 

FREQUENTLY-36-74% OF TIME CONSTANTLY-75% OF TIME 

Stand Sit  

Walk Lift/Carry/Push/Pull 0-10 lbs.  

Drive   

Reach   

Bend   

Climb   

Crawl   

Squat   

Lift/Carry/Push/Pull 11-50 
lbs. 

  

 

Working Conditions: 
a. With reasonable accommodation, physical effort includes typically sitting at a desk or table; 

repetitive wrist, hand or finger movement may be required for operating typical office 
equipment; communication including listening and speaking also necessary as is the ability 
to drive a vehicle 

b. Willingness and ability to travel extensively.   
c. Willingness and ability to work evenings and weekends. 
d. Ability to work in a fast-paced environment.   
e. Ability to work closely and collaboratively with others. 
f. Ability to interact and work effectively with a wide variety of constituencies. 
g. Ability to multi-task within a wide range of priorities. 
h. Flexibility 
 
 
 



 

Qualifications/Prerequisites: 

 
1.  COMMUNICATION 

a. Communication skills, both written and verbal 
b. Demonstrated ability to interact and effectively communicate with the College’s internal 

and external constituencies 
 
2.  SKILLS 

a. Marketing skills 
b. Budgeting skills 
c. Computer literacy 
d. Organizational skills, including the ability to handle multiple priorities 
e. Supervisory skills 
f. Ability to understand the College’s traditions and culture 
g. Ability to assess the standards of the alumni association and bring the group forward 
h. Knowledge of the needs of different alumni groups 
i. Strong interpersonal skills 

 
3.  EMPLOYMENT EXPERIENCE 

a. 5 years’ experience in alumni relations 
 
4.  EDUCATION 

a. Bachelor’s degree required  
 
5.  LICENSES 

a. Valid drivers’ license required. 
 
 

The Albright College Alumni Association Mission Statement 
The mission of the Albright Alumni Association, in partnership with the College, shall be to 

nurture the spirit of Alma Mater in students, alumni and friends through our time, talent and 
treasure for a life long connection. 

 
 

 
 
 
 


