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 JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the post holder.
	Job Title:  Alumni Engagement Executive 
	Job ref no: 


	Grade:  5
	Department: External Relations 


	Accountable to: Head of Engagement (Alumni, Community, Public) and Events

	Responsible for: Casual Admin Staff/Student ambassadors  


	Job Summary:

The Royal Veterinary College (RVC) is a small specialist institution with a friendly, inclusive and diverse community both internally and externally.  The role will focus on engaging our alumni to become life-long members of the RVC community and foster a culture of support for the RVC.

The Alumni Engagement Executive is a key member of the Alumni, Community, Public Engagement and Events team working closely with colleagues in the wider External Relations team to support the delivery of the RVC’s Alumni Engagement Strategy by helping to develop excellent relationships with alumni through a range of communications and events.   The role involves delivering content delivered through established communication platforms, including news, events, fundraising and volunteering opportunities. There is also a requirement to evolve and improve these engagement activities in line with current best practice and to reflect evaluation of their impact.
Working to agreed strategic and operational priorities, the postholder will be responsible for a wide range of activities relating to our alumni relations work including the organisation of alumni events and visits, managing of alumni data, planning, creating and delivering communications and supporting the acquisition of alumni information to enhance this vital RVC community.
The postholder will work in partnership with RVC staff and departments and will be based at the Boltons Park Farm Campus in Hertfordshire but will be required to work at our other campuses (Hawkshead and Camden) depending upon activities and projects and, also offsite as and when required for events.


	Competency: Service Delivery
Key tasks: 
· Creative programme of regular online and offline communications to engage and involve our alumni in the life and work of the RVC, including a quarterly alumni e-newsletter and event invitations.  These are designed to maintain the concept of an alumni community, together with encouraging alumni to support the RVC both professionally and financially. 
· Attend and help organise alumni events (occasionally overseas) under the direction of the line manager including reunions, lectures and receptions at various conferences.

· Communicate alumni volunteering opportunities in offering work experience, work placements, mentoring and careers advice for our current students. 

· Generating inspiring  digital content that will engage and activate our alumni audience.
· Managing alumni data – ensuring new, relevant data is captured in line with Data Protection and GDPR rules, and the needs of other departments.  Ensure data is transferred to the database in a timely manner (liaising with the Fundraising & Alumni Administrator), is stored in a logical and searchable way and is used in an appropriate manner.

· Administering and reporting on alumni activity and engagement across all areas of the RVC.
· To ensure that agreed activities and projects are delivered to agreed plans including targets and budgets.
· Reporting and evaluation of initiatives.


	Competency: Communication
Key tasks:

· Creation and delivery of regular communications including newsletters, emails, social medias part of an annual communications schedule

· Ensuring that online delivery of RVC4Life is actively managed including ensuring that related content is up to date and engaging. 
· Responsibility for the planning, creation and delivery of the annual alumni magazine Eclipse – sourcing articles, and images, working with design agencies for production and liaising with mailing houses to ensure delivery.
· Regularly report on all engagement activities to inform related decision making.
· Keep abreast of sector developments assessing the efficacy of existing alumni offerings and evaluating the potential of new initiatives.
· Face to face contact relationships with internal and external visitors to campus


	Competency: Knowledge & Experience

Key Tasks:

· High levels of competence in using standard desktop software packages such as Microsoft Word, Excel, PowerPoint, Outlook and ideally, experience in use of a customer relationship management system.
· Use of Mailchimp and other packages used to manage communications.
· Good administration and organisational skills with the ability to work independently and use initiative.
· Database/CRM experience managing records, segmenting data and reporting.


	Competency: Planning and Organisation

Key Tasks:

· Prioritising and managing own workload.

· Creating and delivering annual engagement plans to agreed budgets with agreement from the line manager.
· Proactive data management to agreed protocols utilising the ThankQ database (CRM).


	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.


