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Job Description 
	Job title:
	Alumni & External Relations Officer

	Department/Faculty:
	School of Management 

	Grade:
	6

	Location:
	School of Management’s Alumni Office 


	Purpose of the job:

	To undertake activities to help raise the profile and enhance the reputation of the School of Management through the strengthening of alumni and external relations. This role will leverage the potential to be gained from a strong alumni network; particularly in the areas of increased student recruitment, improved PGT programme rankings and enhanced programme content.
In fulfilling these functions, the post holder will foster and maintain a regular working relationship with the University of Bath’s Alumni Relations and Development Office as well as colleagues across the School.



	Responsible to: 

	Responsible to the Marketing & External Relations Manager 



	Staff management responsibility:

	No direct management – will supervise and direct helpers, venue staff, telethon support and student ambassadors as appropriate



	Special conditions:

	As this role involves organising events for students/alumni there may be the occasional requirement for attendance at events out-side normal hours  

There may be the opportunity for travel to attend fairs or conferences




	Duties and Responsibilities: 

	Relationships:

To proactively forge and maintain excellent relationships with:

i. Alumni of the School of Management and the wider University of Bath, to support the School’s activities in the UK and overseas by increasing their willingness to be involved

ii. Management students across all programmes throughout the School, to raise awareness of the alumni network and establish the relationship prior to graduation

iii. Corporate individuals and companies

	Communications: 

i. To engage alumni through effective and persuasive communication, whether face-to-face, online, written or verbal

ii. To open dialogue to ascertain potential areas of support for the School’s activities with alumni and corporate contacts, especially for assisting in securing placements, projects, guest speakers and general advice and support for current students and alumni

iii. To produce a regular  e-newsletter to be sent to all alumni, customising content where appropriate

iv. To develop, enhance and contribute to online communications and in particular, social networking and the careers blogs for MBA students and alumni 

	Rankings:
To maintain and improve the School’s performance in specific programme rankings by:

i. Taking responsibility for the data integrity of the Management alumni and ensuring that the School maintains accurate and up to date employment history data.

ii. Help recruit and train students for alumni telethons and co-ordinate various data collection initiatives.

iii. Promoting the value of the rankings to students and alumni

iv. Co-ordinating and implementing approaches to alumni to gain their support

v. To support the collection, submission and analysis of data

	Events: 

i. To act as an ambassador for the School of Management and the University of Bath

ii. To deliver presentations or speeches at events when required

iii. To identify potential speakers for careers events, student lectures, alumni events and corporate occasions from both within the alumni network and externally

iv. To research and generate ideas for events and other means of engaging alumni, targeting specific groups where possible

v. To ensure events are executed effectively and within budget

	Recruitment:
To support the School’s student recruitment and marketing activities by:

i. Assisting at admissions fairs (overseas and in the UK), which requires a thorough knowledge of the School’s programmes

ii. Identifying alumni to help promote the value and return on investment of the School’s programmes

iii. Exchanging information with prospective students and helping with the conversion from enquirer to applicant process.

	Management:
i. To supervise data entry administrators and telethon helpers to update and maintain the alumni database, allocating tasks and monitoring performance and training when needed

ii. To supervise and direct venue staff and volunteers at events

	Teamwork:
i. To work closely with members of the External Relations & Marketing team, School support staff and academics

ii. To liaise with the University Alumni Relations & Development to ensure all alumni receive a professional and co-ordinated service across the University

iii. To provide practical support to other areas of the School when required

	The post holder will, from time to time, be required to undertake other duties of a similar nature as may reasonably be required by his/her line manager.  
Flexibility will be essential because, while the post is School of Management-based, there may be occasions when the postholder’s role and skill set may be required elsewhere within the School of Management or the University.
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Person Specification 

	Criteria
	Essential
	Desirable
	Assessed by

	
	
	
	App
	Int’view
	Refs

	Qualifications & Training

	Degree or equivalent
	(
	
	(
	
	

	Experience/Knowledge

	Evidence of previous experience in delivering high standards of professionalism in contact and service delivery
	(
	
	(
	(
	

	Experience of delivering high quality events and communications
	(
	
	(
	(
	

	Confidence built through experience in dealing with senior executives
	
	(
	(
	(
	(

	Experience of working in an alumni relations or related role
	
	(
	(
	(
	

	Practical knowledge of the Data Protection Act
	
	(
	(
	
	

	Experience of working in a higher education environment
	
	(
	(
	(
	

	Skills

	Strong interpersonal skills: the role entails interaction with a wide variety of people (internal and external) whose good will is crucial to the School and the University
	(
	
	(
	(
	(

	Strong project management skills, being able to manage simultaneous activities to the desired outcome
	(
	
	(
	(
	(

	Excellent diplomacy and persuasion skills, particularly when working with alumni, guest speakers and hosts
	
	(
	
	(
	(

	Ability to prioritise and to work independently with minimal supervision; to remain calm under pressure
	(
	
	
	(
	(

	Strong analytical, IT and administrative skills
	(
	
	
	(
	

	Knowledge of, and experience in using, Raiser’s Edge Database
	
	(
	(
	(
	

	Knowledge of, and experience in using, social networking media
	
	(
	(
	(
	

	Attributes

	Capacity for autonomous working as well as the ability to contribute as an active member of the team 
	(
	
	(
	(
	(

	Strong customer focus – commitment to high standards of professionalism, focus on problem solving, deal with confidential matters with discretion
	(
	
	(
	(
	(

	Organised and flexible, able to prioritise and communicate progress to the team
	(
	
	(
	(
	(

	Commercial awareness
	(
	
	(
	(
	(

	Results orientated, creative in overcoming obstacles
	(
	
	(
	(
	(

	Attention to detail
	(
	
	(
	(
	

	Enthusiastic approach
	(
	
	(
	(
	

	Versatile and adaptable
	(
	
	(
	(
	


