
Western Kentucky University

Position Description

Position Title: Assistant Director of Alumni Relations and Annual Giving
FLSA Category: Exempt
Date: May 2007
Salary Grade: 108
Purpose of Position 

The Assistant Director of Alumni Relations and Annual Giving is responsible for organizing various activities involving Western’s Alumni chapter and the Western Annual Fund.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Planning and organizing various reunions and special events.
· Working with volunteers to organize events in alumni chapters throughout the country

· Conducting direct mail and Phonathon, as well as personally soliciting alumni and friends for Western Annual Fund

· Implementing a variety of programs and services that benefit various constituents within the Western Family.

Secondary Job Functions

None.
Minimum Training and Experience Required

Bachelor’s Degree; experience working with volunteers; 3-5 years experience in institutional advancement or a related field is preferred.
Knowledge and Skills Required
Excellent written and verbal communication skills; strong organizational skills.
Physical and Mental Abilities Required
Ability to work independently and handle multiple projects; Ability to do some traveling as well as evening and weekend work is required.

Organizational Relationships

Position reports to the Executive Director.
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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