	University of St Andrews

Development
Alumni Relations Manager
Further Particulars for Applicants 




	Job Title:  Alumni Relations Manager
School/Unit:  Development

Reporting to: Head of Alumni and Supporter Engagement
Job Family: Managerial, Specialist & Administrative 


	Working Hours:  Full Time – 36.25 hrs per week

Grade/Salary Range: Grade 7, £44,414 - £54,421
Reference No: 
Start Date:  December 2023



	Main Purpose of Role


The post-holder will oversee all areas of Alumni Relations, directly line managing three Alumni Relations professionals, and developing programmes to increase alumni involvement, interest and participation in the life of the University of St Andrews, fundraising campaigns and the alumni community. 
They will work alongside the Head of Alumni and Supporter Engagement to devise strategy around enhancing Alumni engagement and motivate the team to deliver all elements of that strategy.  As well as Alumni engagement, the Alumni Relations Manager will further develop the successful Family Programme and Student Engagement programme, maximising opportunities for engagement with a variety of audiences.
The post-holder will work closely with colleagues across the University, collaborating creatively on projects as necessary to develop programmes intended to engage with alumni, supporters and friends. 
	Key Duties and Responsibilities


1. People management

The post-holder will be responsible for the successful management and motivation of a team of Alumni Relations professionals, including direct line management of the Alumni Relations Officer, Alumni Relations and Black, Asian and Minority Ethnic (BAME) Engagement Officer and the Alumni Relations Coordinator.
2. Alumni Relations Programme
The post-holder will be responsible for overseeing the delivery of a well-established annual programme of activities and strategies around alumni engagement. Alongside the Head of Alumni and Supporter Engagement they will also be responsible for enhancement and implementation of these plans across the team.  This will include, but is not limited to:
· Developing an annual work plan, budget and calendar of alumni events and monitoring and managing these.
· Overseeing a co-ordinated and integrated strategy for developing Clubs, Networks and other alumni groups globally, including the Kaleidoscope Alumni Network celebrating the ethnic and cultural diversity of St Andrews graduates around the world    
· Reviewing Alumni Relations benchmarking data and working with senior colleagues to develop and adapt strategy to align with associated findings                                                                                                       

· Organising University representation at key Alumni Club and Network events globally as appropriate.
· Overseeing an alumni volunteering programme and giving guidance and support to the Alumni Relations Officer in the development of this programme. 
3. Publications
The post-holder will work closely with a variety of colleagues across the University, and externally, to provide a range of publications (both print and digital) aimed at engaging with Alumni, Donors, Families, Students and Friends of the University.  This work includes, but is not limited to:

· Acting as co-editor of Chronicle, the annual magazine for alumni and donors – commissioning, writing, editing and overseeing all aspects of the publications process in collaboration with the Publications team and Corporate Communications colleagues.

· Sourcing content for Link, the bi-annual online newsletter for Family Programme members.
· Contributing to St Andrews in the News – the monthly e-newsletter for alumni, Family Programme members, donors and the wider St Andrews community.
· Composing email communications and newsletters to promote the various activities of the Alumni Relations team to external audiences and liaising with Schools to facilitate the distribution of School Newsletters to promote their activities to their alumni.
· Working with the Social Media Officer to contribute to the Web Development and Social Media strategies.
· Working with the Publications and Social Media teams to consider and develop new work streams to communicate effectively with the alumni audience – including embracing new technologies as appropriate.

4. Events

The post-holder will work with colleagues across the team to develop and deliver a range of events aimed at engaging with our alumni audience globally and with a goal of measurably increasing alumni participation. Whilst the post holder will be based in St Andrews, travel forms a crucial part of this role to meet the needs of the global alumni audience.  Alumni Relations events work includes but is not limited to:

· Developing and delivering the annual Alumni Weekend programme.
· Working with alumni clubs and other groups of alumni to deliver appropriate bespoke reunion activities for their visiting groups.
· Working with the Alumni Relations and Black, Asian and Minority Ethnic (BAME) Engagement Officer and Alumni Relations team to deliver Kaleidoscope Alumni Network events. 

· Under the guidance of the Principal’s Office, managing the logistics of all aspects of the General Council meetings and related activities – including agenda distribution, minute taking and updating the website as required.
· Planning and delivering annual alumni engagement events such as the annual Alumni Carol Service.
· Planning and delivering events linked to the Family Programme such as the annual Parents’ Welcome Receptions.
· Working with the Alumni Relations Officer to provide appropriate support for Club-led events and logistical assistance for these.
· Working with the Alumni Relations Officer and Student Experience colleagues to provide support for online Bejant receptions around the world
5. Family Programme
The post-holder will oversee the development and delivery of all aspects of the Family Programme under the guidance of the Head of Alumni and Supporter Engagement, including events and a suite of appropriate communications. 
6. Student Engagement
The post-holder will oversee the development and implementation of all aspects of the Student Engagement Programme, including the coordination of Freshers’ and Graduation gifts and related activities.

7. Relationships
The post-holder will cultivate relationships across the University and externally to facilitate delivery of the programme, including with the following:
· Student Sabbatical Officer team

· Print and Design / Corporate Communications

· Chaplaincy

· Careers Centre
· Admissions
· Schools

· Residential and Business Services

· Registry
· External suppliers 

8. Financial Management and Reporting
In consultation with the Head of Alumni and Supporter Engagement, the post-holder will be responsible for developing the Alumni Relations budget, tailoring the programme to the available resources, and monitoring and reporting on that budget as required. 

They will provide timely reports on alumni engagement and related activities as required by the Director of Development, Head of Alumni and Supporter Engagement and other senior colleagues, using industry standard benchmarking data to develop targets and assess outcomes.
Special Requirements: 

The post-holder will generally work within normal office hours – Monday – Friday, 0845 – 5pm, based in the St Andrews town centre office. There will be out-of-hours working, including at weekends and evenings to facilitate events run by the Alumni team and/or other areas within Development, for which time in lieu will be offered, in line with the departmental policy.
Participating in CASE and other training courses and programme as required to ensure the programme follows best practice.

Liaison with counterparts at peer institutions to ensure that the University of St Andrews programme remains current and progressive.
Please note that this job description is not exhaustive, and the post-holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  
	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies that are required in order to undertake the full remit of this post.  
	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 
	Educated to degree level or equivalent
	
	Application form/Certificates

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Experience of working in an alumni relations role or similar membership services or marketing communications / events role in the charitable /heritage/educational sector
Experience in devising a strategic plan and leading a team to implement it
Understanding   of   and   commitment   to   the Alumni Relations function as a key component within the advancement of higher education
Significant experience in people management
Events organisation experience within an alumni relations or similar context   

Strong, demonstrable project management experience

Experience of writing copy for inclusion in print and digital publications and delivering engaging content for social media 

IT literate, with high level of expertise in Microsoft Word, Excel, other packages email, internet (including experience of a web-based content management system)
Good understanding of financial management and budgetary skills
Expertise in use of Raiser’s Edge or other alumni /membership / relational database including proficiency in querying and exporting data for statistical analysis and mailings
	Experience of 

university or college 

fundraising

Working in a 

complex and 

consultative 

organisation

In depth knowledge of the University of St Andrews
	Application/Interview

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Excellent written and verbal communication skills 
Ability to provide reports and analyse and display statistics useful to colleagues
Confidence in working in an external / customer facing role dealing with the public

Well-organised with meticulous attention to detail 

Ability to work independently and manage conflicting demands of a large workload and meet stringent deadlines

A flexible, effective and positive team player, with the commitment and willingness to join in as required

Ability to think strategically as well as creatively and analytically

Ability to handle confidential material with tact and discretion and knowledge of data protection legislation
	Driving licence


	Test/Interview

Test/Interview

Application / Interview

Application / Interview

Application / Interview

Application / Interview

Application / Interview 



	Other Attributes/Abilities 

(if applicable) 
	Organised and flexible in approach and able to prioritise workload
Highly motivated and able to work independently

Ability to remain calm under pressure

Willingness to travel inter/nationally as required by the role


	
	Interview




Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements that would be useful for the candidate to hold.  When short-listing, these criteria will be considered when more than one applicant meets the essential requirements.  
