The University of Connecticut Alumni Association

Position Description
Position Title:  E-Communications Manager
I. Summary of Duties:

The E-Communications Manager is responsible for all electronic and web based communications including monitoring, improving and updating the UCONN Alumni Association web site as well as  managing the on-line community, e-newsletters, e-mail broadcasts and web based marketing activities. With the alumni staff and alumni leadership, this position will develop innovative e-communications plans for multiple audience segments utilizing market research as needed.  
II. This position reports to:

The Director of Alumni Communications
III. This position is funded by:

The University of Connecticut Alumni Association.  The individual is an employee of the Alumni Association.
IV. Specific Duties:
1. Understands Alumni Association communications strategies and works with management to develop and implement a comprehensive e-communications plan for the organization.
2. Manages all aspects of the organization’s website and is responsible for functionality and content development, both text and graphics, and for ensuring that all technical aspects of the web site are fully operational. 

3. Ensures that the Association has a strong web presence, website is easy to navigate, has fresh content, is relevant to target audiences and reflects Association branding/messaging. 
4. Develops ways to improve the Association’s connection with alumni through the web. Creates opportunities for further engagement with alumni through a variety of electronic media including e-mail, pod casting, social networks, online forums, blogs etc.

5. Develops and coordinates editing/production of e-publications and broadcast e-mails ensuring project deadlines are met.
6. Tracks, analyzes and reports web usage statistics.

7. Develops and maintains a process for systematic review of web pages and links to ensure they are kept up-to-date.

8. Serves as primary liaison to third party web and online community providers and provides support to the UConn on-line user group constituents.  

9. Consults with staff on website content as well as e-communications trends and solutions.
10. Oversees e-communication budget and program management in a fiscally responsible manner.  
11. Other duties as assigned.

V. Skills necessary for position:
· Website management and on-line content development skills

· Familiarity with web and e-mail communication technology 
· Intermediate graphic design skills, Flash design a plus

· Proficient in HTML and JavaScript, AJAX a plus
· Experience in using Adobe suite of web tools (Dreamweaver, Photoshop, Fireworks)
· Excellent writing, editing and proofing abilities.

· Strong organizational and project management skills
· Ability to work collaboratively as part of team to meet organizational goals
· Budget management experience preferred

Contact: Kathleen.Venezia@uconn.edu







