WATERLOO

Job Description

Job Title: Alumni Engagement Officer

Department: Office of Dean of Science

Reports To: Director of Advancement, Science/ Sr. Director Alumni Relations
Jobs Reporting: None

Salary Grade: USG 9/10

Effective Date: August 2021

Primary Purpose

Reporting jointly to the Director of Advancement and Senior Director, Alumni Relations, the Alumni
Engagement Officer is to increase alumni engagement to further build and develop the advancement
pipeline. Working with the Director, and the Associate Director they will develop and implement a strategy
for alumni outreach, alumni volunteer engagement and the student-alumni-bridge, focusing on alumni
engagement opportunities that creates development opportunities and a meaningful and progressive
involvement with relationship with the Faculty of Science and the University while also deepening culture
of philanthropy, volunteerism and financial engagement.

The Alumni Engagement Officer is an active member of the development team who informs strategic and
operational advancement activities. Development tasks include prospect identification and qualification,
donor relations and stewardship, and related alumni development and fundraising responsibilities. They
represent the Faculty in the Alumni Professionals Group (APG) and work collaboratively with Faculty and
central alumni teams and development professionals. This role will engage our global network of
volunteers to strengthen relationships and progress Faculty advancement objectives.

Key Accountabilities

Program Development and Implementation

e Create and implement an annual alumni engagement operational plan, including meaningful
engagement activities to engage alumni as active donors and volunteers. Duties will primarily focus
specifically on the identification, qualification and stewardship activities in the donor cycle, which
maximize prospect/donor engagement, outreach activities and volunteerism, and student-alumni
bridging.

¢ Enhance existing Alumni Relations activities, to engage local, national and international alumni
communities.

¢ Manage and coordinate all aspects of the Faculty of Science alumni programs, activities and events,
including the planning, coordination and conduct of convocation and student-alumni bridge activities.
Activities may be in either in-person or virtual formats.

¢ Lead and execute alumni engagement events at the Faculty level.

o Execute the Faculty Alumni Awards program.

¢ Recruit and engage Science faculty and staff, student and alumni volunteers to deliver a meaningful
experience for our alumni as volunteers and participants in virtual, on-campus and regional activities
and events.

e Prepare and actively engage in social media messaging and communications with a focus on
Science alumni by preparing content for communications and messaging platforms and mediums.
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¢ Re-engage alumni who have been active donors and have lost contact and conduct some donor
relations functions.

Measurement and Evaluation

¢ Develop milestones and measures for alumni engagement in events, programs and/or activities,
with a focus on outcomes that grow the Science advancement pipeline.

e Prepare reports on events, programs and activities, environmental scans, statistical reports,
proposals and post-event reports.

¢ Update and manage data on alumni/donor database paying close attention to alumni engagement
metrics.

e Actively populate and support the donor pipeline and giving progression, including participation in
prospect identification, evaluation and tailored development plans.

¢ Evaluate and qualify alumni in terms of development interests, and direct their interests to
appropriate units in the university and other Faculties with a “donor-centred” focus.

Collaboration and Integration

¢ Provide guidance, insight, training to staff and faculty tasked with specific alumni/development and
non-advancement staff, faculty and volunteers supporting alumni events and activities. This may
include support to donor solicitation activities.

¢ Collaborate with alumni and development professionals across the University on pan-university
alumni engagement programs, activities and events. This includes programs, events and activities in
institutional and Faculty comprehensive/capital campaign frameworks.

¢ Maintain a network with a variety of departments on campus to facilitate the effective and efficient
coordination of events, programs and activities.

o Develop and build strong relationships with faculty and staff across the university in support of
Science programs, events and activities, including the conduct of departmental alumni and bridge
events approved by the Director.

e Participate in all APG, Science Advancement team meetings, Faculty Alumni Officer meetings and,
as appropriate, Campaign planning and execution activities.

Budgeting

¢ Inform the Science Advancement annual plan and budget by developing the alumni engagement
operational plan and budget.

e Prepare and manage event and activity specific budgets. Direct suppliers and contractors
supporting alumni engagement activities.

Communications

¢ Create event, activity and program promotional materials, coordinating with partners with the
Advancement Communications officer, Faculty Communications team, Creative Services, as
appropriate, with central advancement and communications offices.

¢ Create and produce appropriate marketing and communications to alumni on all platforms (social,
web, print, video and email), coordinating with and guided by the Science Advancement
Communications Officer.

¢ Respond to inquiries from internal and external stakeholders, including complaints, working with the
Faculty and/or central advancement and communication teams, as appropriate

e Prepare and update alumni file notes as a result of contacts with alumni in order to maintain record
accuracy.

e Prepare Alumni nominations for external recognitions (i.e. Order of Canada, top 40 under 40)

e Prepare specific communications with an alumni focus for the Director and Dean of Science to
progress development donor strategies.

e Prepare alumni donor stewardship reports and activity/event specific marketing, media and outreach
material. Working through Faculty communications ensure distribution of external communications.
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*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.

Required Qualifications

Education
e University Bachelor's degree or equivalent combination of education and experience

Experience

e 3 -5+ years’ experience in event planning/execution, alumni, project management or customer
service delivery.

e 3 -5+ years’ experience in one or more of the following: volunteer management, program creation,
partnership building, relationship management and community/alumni engagement

e Team coaching experience with proven experience working effectively with volunteers and/or small

teams.

Experience designing and implementing high profile and complex events.

Proven experience working in a complex, fast-pasted environment required.

Expertise in managing conflicting deadlines and priorities in high pressure situations.

Writing and/or editing experience an asset.

Experience leveraging social media platforms an asset.

Knowledge/Skills/Abilities

¢ Knowledge of alumni relations programs and/or relationship management in a large organization.

¢ Ability to work collaboratively and communicate with internal departments and external stakeholders
and suppliers.

¢ Ability to collaborate, influence, build consensus and motivate others, often with different

perspectives, priorities and backgrounds.

Ability to adhere to privacy guidelines.

Superior organizational skills and attention to detail.

Confidence in public speaking with ability to address large audiences.

Ability to network and confidently represent the University.

Familiarity with university student life and student services an asset.

Strong relationship qualification, cultivation and stewardship skills an asset.

Demonstrated ability to manage concurrent projects with tight deadlines.

Excellent written and verbal communication skills, with strong situational awareness, and an

inclusive manner.

Keen problem solving and conflict management skills.

o Knowledge and use of a CRM, alumni/donor database, internal content management systems an
asset.

¢ Ability to learn and integrate new software or apps quickly and access software while off-site

o Expertise in MS Office programs.

e Ability to take initiative where minimal direction is provided.

Nature and Scope

e Contacts: Internally, communicates with members of the Dean of Science Office, including the Dean,
Associate Deans, Undergraduate Office, Science Communications, Graduate Office, Chairs, School
and Program Directors, staff and faculty members. Internal Collaborators: All Faculties, the Office of
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Advancement, Co-operative and Experiential Education, Finance, Student Success Office, and
University Relations. Externally, communicate with Faculty of Science and UW alumni, volunteers and
donors involved in different initiatives, for the purpose of engaging them, plus external vendors.

e Level of Responsibility: Based on experience, this role may be responsible for implementing strategy
development activities, and will be required to operationalize alumni engagement, event planning and
logistics, volunteer and project management activities. The incumbent must be able to direct
colleagues and volunteers when needed in the conduct of activities.

o Decision-Making Authority: The alumni engagement officer must be able to manage many
concurrent activities with aplomb and professionalism.

o Physical and Sensory Demands: The role requires a significant physical effort with the lifting and
transportation of event toolkits, portable banners and other event-related tools to various locations on
campus and globally. Work from home may be required.

e Working Environment: Work outside normal operating hours can be expected in this role. These
roles require some long or non-traditional hours. Most activities are local and office based however
global travel, evening and weekend work is required.



