Working Title:          Alumni Relations Specialist 
Job Classification:    Office/Clerical

FLSA Exemption:     Non-Exempt

Department:             Advancement
 Purpose:
This position performs a variety of administrative and recordkeeping functions in support of the Office of Advancement and the South Georgia College Foundation.  The position collaborates with various college faculty and Administrative personnel and Foundation members.   
Nature of Work:

Assists Director of Community and Foundation Relations with development and implementation of all Foundation and Alumni Relations activities to further enhance financial support and positive public awareness of the college.

Duties and Responsibilities: 
Helps plan special events, such as lectures, fundraising campaigns and major capital fund drives, Foundation events and other special projects as assigned. 
Communicates with various alumni groups to establish reunions as well as plan the agenda and details of

the reunion.  

Assists with preparation and mailing of any departmental mailings and/or campaign solicitations.

Assists with updating and maintaining Alumni database.  

Responsible for coordinating and scheduling of SGC Foundation meetings & events.  

Helps prepare and maintain information regarding the SGC Foundation to be reported to the Board of Trustees.

Maintains files and records on South Georgia College Foundation.

Coordinates and updates scholarship related information, including availability and funding; Provides information requested from the public and others who wish to receive scholarships or Foundation information.

Perform other duties as assigned by Director.

Required Education and/or Experience:
Associate degree preferred; high school diploma required; two years working experience desired in public relations, business or customer related fields.  

Required/Desired Knowledge, Abilities, and Skills:

Excellent verbal, written, and human relations skills. 

Excellent organizational and project management skills. 

Ability to work under deadlines.

Ability to maintain complex records and to prepare reports from various source documents.   

Strong knowledge of modern office procedures and equipment, such as personal computer, utilizing such

programs as Microsoft Office software, Pitney Bowes, electronic mail, photocopier, facsimiles, and 

phone.     

Ability to maintain confidentiality. 

The candidate must have a valid driver’s license, personal transportation and be willing to travel and work nights and weekends, as required. 

Must be able to lift a minimum of 25 lbs. 

Supervision:
The Alumni Relations Specialist reports to the Director of Community and Foundation Relations. 

