St Chad’s College, Durham University
Alumni Relations & Development Administrator
Job Description

Post:	Alumni Relations & Development Administrator
	Fixed Term Contract for one year

Responsible to: Director of Development (St Chad’s)

St Chad’s is a distinctive, independent college within Durham University. A separate registered charity with its own governing body, its origins date back to 1904 when it was created as a Church of England foundation to enable the ordination of clergy. Today it is a vibrant progressive academic community, home to 500 students, including 150 postgraduates. With a foundation rooted in the Anglican tradition, St Chad’s welcomes students of all faiths, cultures, nationalities and backgrounds. Its culture is friendly, traditional and contemporary. St Chad’s historic college buildings are situated on a World Heritage Site, adjacent to Durham Cathedral. Students and staff live and work side by side, sharing the life of a multigenerational and interdisciplinary scholarly community. The College has a strong tutorial system and is one of very few colleges to have academic research staff based within its community. St Chad’s students are high achievers, regularly securing the highest academic results among the Durham colleges. Outside undergraduate term‐time, St Chad’s runs commercial events and conferences.

St Chad’s is committed to delivering the highest possible standards of service to all its stakeholders, and the role of Development & Alumni Relations Administrator is a key post in ensuring this objective is maintained within the area of outreach to its alumni.

The role encompasses four key areas of responsibility in respect of our alumni – data management, event management, publications and engagement.

All post-holders are expected to adopt and promote a flexible approach to working, and undertake any or all of the tasks outlined below regardless of their designated work pattern.  By nature of the role all post-holders are expected to be competent in working under minimal direct supervision within the designated local remit and liaising where necessary with the appropriate line manager or College Officer as appropriate.  It is important that the post-holder is able to respond to different and sometimes conflicting demands.

The College has a small administration team and it may be necessary at times for the post-holder to provide cover in other departments.

Staff development and training is intrinsic to all posts within the College and all members of staff are expected to participate fully in training courses designed to develop their skills and help them perform their duties to the required standard.

Specific Tasks and Duties

Data Management
St Chad’s uses Raiser’s Edge software which is hosted by the University of Durham.  We are at a stage in our development and alumni programme that requires the data we hold to be improved and updated, therefore the post-holder, managed by the Development Director,  will take a lead in: 
a. maintaining the database of alumni and friends of the College
b. improving the data quality and accuracy of the database.
c. finding contact information for alumni not currently in touch with the College.
d. conducting development prospect research.
e. being responsible for the data-related  aspects of 
i. Telephone Campaigns
ii. Mailings
iii. Events
iv. Website.

Event Management
St Chad’s College holds several events a year which bring alumni together.  The post holder will assist in the preparation and delivery of a programme of attractive, engaging and purposeful alumni events, and ensure efficient post-event follow up.  Events will include:
a. Annual Decades Weekend
b. London Carol Service
c. St Chadstide events in Durham and London
d. Regional events
e. Overseas events
f. Fundraising and donor events.

Publications
St Chad’s communicates with its alumni via a number of media and the post-holder will be expected to become involved by assisting the Development Director in the planning, design and editing of development and alumni publications.  To aid the Development Director a team of volunteer students, alumni and staff has been created; the post-holder will support this team. Publication vehicles are:
a. Chadsian magazine
b. Foundation journal
c. Alumni e-News
d. Web content
e. Facebook, LinkedIn and Twitter.

Alumni Engagement
Working within a small team means that the post-holder will be a first point of contact for alumni when they engage with the College in person, by telephone, by email, by social media or through the College website. The post-holder will also work with the JCR Careers and Alumni Rep and the MCR and SCR Presidents to help further involve the College Common Rooms in alumni and development activity, particularly in the provision of careers advice for current students.

General
To undertake such other duties as may from time to time be allocated by the Director of Development, commensurate with the level of responsibility of the role.

[bookmark: _GoBack]Person Specification
Essential
· A friendly pro-active approach.
· Experience of dealing with sets of data, data storage, data manipulation and data interrogation.
· To be PC literate with experience of using Microsoft Excel, Word, Outlook or comparable software.
· Knowledge of the use of the Web for research and information gathering.
· A detailed working knowledge of social media.
· The ability to prioritise work without supervision, making decisions accordingly and the ability to work independently and as part of a team.
· To be organised and able to work to strict deadlines.
· Evidence of a good standard of written English supported by either GCSE in English or office based qualifications to RSA II standard or equivalent.
· High level of accuracy and attention to detail.
· Ability to work independently and as part of a team.
· An engaging style of spoken English both in telephone and face-to-face conversations.
· A willingness to work with various stakeholders and interest groups of all ages and professional experience.
· Willingness to work some evenings and weekends to support the delivery of College development and alumni relations activities and initiatives.

Desirable
· Understanding of higher education in the UK and an appreciation of the role of colleges in a collegiate University.
· Understanding of the reasons for the need of higher education institutions to resource development and alumni relations activity.
· Experience of fundraising or supporter relations software.
· Experience of writing and editing for publication.
· Experience of desk top publishing.
· Experience of planning and executing events.
· An interest in fundraising.
· An ability to be able to engage with undergraduate and postgraduate students, alumni and members of the College’s Senior Common Room.

Grading and Pay Level

This post falls within the Grade 3 band (salary scale from £16,017) of the University scales; although St Chad’s is a charitable organisation independent of the University it broadly follows the University scales.

Outline Terms and Conditions:
The post is based at 18 North Bailey, Durham, DH1 3RH, opposite Durham Cathedral.
This post is a full time (35 hour) role with a working week predominantly Monday to Friday, but with a requirement to work occasionally beyond these hours.  
It is a fixed term contract for a one year period.
Holiday entitlement is 27 days plus 8 public holidays.
The post holder can opt to join the Durham University Pension Scheme into which the College will make a contribution.

Application
For further information please contact Mark Roberts, the Director of Development at St Chad’s College, Durham.

Written applications with full curriculum vitae, and the names, addresses, telephone numbers and email addresses of three referees, should be sent to Mark Roberts, Director of Development, St Chad’s College, 18 North Bailey, Durham, DH1 3RH (m.r.i.roberts@durham.ac.uk) by 12 noon on Tuesday 26th July 2016.

Interviews will be held during the week commencing Monday 1st August 2016.
