The University of Connecticut Alumni Association

Position Description
Position Title:  Manager of Student and Young Alumni Relations

I. Summary of Duties:

The Manager of Student and Young Alumni Relations is responsible for the planning and execution of the Alumni Association’s student and young alumni initiatives. This includes developing student and young alumni programs and events, serving as staff advisor to the Student Alumni Association as well as liaison to Admissions and Student Affairs, identifying and promoting UConn traditions and managing the Alumni Association Scholarship program. 
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 work with management to
develop and implement a comprehensive plan to convey the importance of the alumni association to students, inspire students to join the alumni association upon graduation and keep young alumni connected to the university.  
2. Serve as Advisor to the Student Alumni Association and ensure that the student association programs support and promote the mission of the Alumni Association.  

3. Plan and coordinate programs and activities for students, including Orientation, Move-In Week, Husky WOW, Family Weekend, Senior Week and Commencement.
4. Work with Alumni Association Membership, Chapter and Electronic Communications Managers to develop and execute programs that motivate young alumni to join the association, become active in local alumni chapters and recognize the value of the alumni on-line network and career services. 
5. Coordinate and promote the Alumni Association Scholarship program, including recruitment of scholarship applicants, selection, and recognition of recipients. Serve as staff liaison to the Scholarship Committee of the Association Board.
6. Serve as Alumni Association liaison to Admissions and Student Affairs to help build a strong partnership, enhance the student experience and advance the Alumni Association mission. 

7. Identify and promote university traditions.
8. Help implement volunteer training and recognition programs.

9. Manage budgets for all related programs.

10. Other duties as assigned.

V. Skills necessary for position:
· Excellent communication and relationship building skills
· Event planning and volunteer management experience
· Advanced 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

