
Director Of Alumni Relations 

The Director of Alumni Relations is responsible for developing and implementing strategies to 
engage and cultivate relationships with alumni of an organization or institution. This role plays a 
critical part in fostering a sense of community and loyalty among alumni, while also leveraging their 
support and involvement to benefit the organization. The Director of Alumni Relations reports to the 
Vice President of Institutional Effectiveness. 

Responsibilities 

1. Develop and execute a comprehensive alumni relations program that effectively engages 
and cultivates relationships with alumni. 

2. Plan and coordinate a variety of events and activities, such as alumni reunions, networking 
events, career fairs, and social gatherings, to foster connections among alumni and 
between alumni and the organization. 

3. Collaborate with other departments, such as fundraising and marketing, to integrate alumni 
engagement initiatives into broader institutional goals and campaigns. 

4. Maintain an accurate and up-to-date alumni database, ensuring that contact information, 
employment details, and other relevant data are properly recorded. 

5. Create and distribute regular communications, such as newsletters and email updates, to 
keep alumni informed about news, events, and opportunities related to the organization. 

6. Develop and implement strategies to solicit alumni support, including volunteering, 
mentoring, and financial contributions. 

7. Coordinate and support regional alumni chapters or affinity groups, providing leadership 
and guidance to ensure their activities align with the organization's mission and goals. 

8. Collaborate with academic departments and other campus units to facilitate alumni 
involvement in student mentorship programs, guest speaking opportunities, and career 
development initiatives. 

9. Track and evaluate the success of alumni engagement efforts through metrics such as 
event attendance, participation rates, and alumni feedback.  

10. Manage the alumni relations budget, ensuring effective allocation of resources to support 
engagement activities and initiatives. 

Required Skills 

1. Excellent interpersonal and relationship-building skills, with the ability to connect and 
communicate effectively with a diverse range of individuals, including alumni, staff, faculty, 
and volunteers. 

2. Strong event planning and project management skills, with the ability to coordinate multiple 
events and initiatives simultaneously within given timelines and budgets. 



3. Exceptional written and verbal communication skills, with the ability to craft engaging and 
compelling content for various communication channels, including newsletters, emails, 
and social media platforms. 

4. Proficient in utilizing databases, and other relevant software to manage and analyze alumni 
data and engagement metrics. 

5. Knowledge of fundraising principles and strategies, with the ability to effectively engage 
alumni in philanthropic activities and campaigns. 

6. Strong organizational and problem-solving skills, with the ability to develop and implement 
strategic plans and adapt to changing circumstances. 

7. Ability to work collaboratively and build relationships with colleagues across various 
departments and levels of the organization. 

8. Demonstrated creativity and innovation in developing new initiatives and programs to 
engage alumni. 

9. Familiarity with current trends and best practices in alumni relations and the broader 
advancement field. 

Required Qualifications 

1. Bachelor's degree in a relevant field, such as communications, marketing, or public 
relations. A master's degree is preferred. 

2. At least 5 years of experience in alumni relations, fundraising, or related fields, with a track 
record of success in developing and executing strategic initiatives. 

3. Demonstrated leadership experience, including managing staff, volunteers, or committees. 

4. Knowledge of higher education or nonprofit environments, including an understanding of 
the unique challenges and opportunities in engaging alumni within these contexts. 

5. Familiarity with alumni relations software. 

6. Ability to travel and work evenings and weekends as necessary for events and activities. 


