The University of Connecticut Alumni Association

Position Description
Position Title:  Manager Chapters and Societies
I. Summary of Duties:

The Manager of Chapters and Societies is responsible for the planning and execution of Out-of-State Alumni Chapter programs and School and College Alumni Relations initiatives.  This includes developing and supporting programs and events for these groups and serving as liaison between these groups and the Alumni Association.  This position is also responsible for Alumni Association visibility and presence at selected athletic events. 
II. This position reports to:

The Director of Alumni Programs and 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. Understand the Alumni Association’s strategies and develop and implement a comprehensive plan to provide strategic and programming support to Out-of-State Alumni Chapters as well as School and College Alumni groups.
2. Serve as the liaison between these groups and the Association.  Includes identifying opportunities for these groups to capitalize on the programs and services offered by the Alumni Association and provide feedback for new services.

3. Work with the groups to support membership in the Alumni Association.

4. Organize regular meetings of the school and college alumni representatives with key alumni staff members.

5. Assist with coordinating all events planned by alumni groups. Work with volunteers to set goals and intended outcomes for each event, set a budget for each event, work with volunteers to support the event details and coordination; maintain upcoming events calendar and maintain event records.

6. Coordinate the marketing for alumni groups to maximize participation in Association programs and activities.  
7. Coordinate and promote Alumni Association visibility and presence at athletic events including football home games and post season events. 
8. Help implement volunteer training and recognition programs.
9. Monitor budgets for all related programs.

10. Other duties as assigned.

V. Skills necessary for position:
· Excellent interpersonal and relationship building skills

· Strong organizational and project management skills
· Event planning and volunteer management experience
· Ability to work collaboratively as part of team to meet organizational goals

· Budget management experience preferred
Contact: Kathleen.Venezia@uconn.edu

