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We help students find their purpose and realize their potential for tomorrow’s world. 

Job Title: 				Alumni & Donor Experience Coordinator	

Office or Division: 			Development/Experience

Reports To:  			Chief Experience Officer/Director of Development	
	
Effective Dates: 			2021-2022 school year	 

Job Posting Expiration Date:  	Friday, July 2, 2021


Position Summary:
The alumni relations & affinity officer is passionate about creating opportunities for Wellington alumni to be actively engaged in the current life of the school. This gregarious person will establish and nurture individual relationships through one-to-one contact, while executing a broad communication and event plan that embraces our 1,000+ alumni. As the chief liaison to our Alumni Advisory Board, this role will ignite strong volunteer leadership, empowering passionate graduates of Wellington to give back and impact the future of their alma mater. This advocate will proudly celebrate the accomplishments of our alumni through esteemed awards and by shining spotlights on those who have left our doors to truly shape the world. The joy of a vocation in K-12 education brings opportunity to be engaged in the community of upper school students as they prepare to make the leap from student to alumnus or alumna. Playing an active role in Wellington’s development program, this position will further develop our culture of gratitude and philanthropy. This role serves to implement and nurture the annual calendar for appeals by constituency, support our annual fund committee, and a possess a dogged commitment to a donor-centered approach to stewardship.


Key Responsibilities:
· Build relationships with alumni.
· Lead the work of the Alumni Advisory Board, supporting their College Counseling Advisory Committee, Alumni Weekend Committee, Alumni Engagement Committee, and Black Wellington Alumni Group.
· Lead the nomination process, selection, and celebration of the Distinguished Alumni Award and Alumni Athletic Hall of Fame inductees.
· Support faculty in bringing Wellington students on field trips hosted by alumni, bringing alumni on campus to speak to students, and coordinating alumni volunteer opportunities.
· Author dynamic quarterly alumni newsletter and alumni content for each issue of The Jag magazine.
· Manage the alumni Facebook page, Instagram account, and LinkedIn group.
· Coordinate alumni events.
· Work with the development team in the support of special events and meetings as needed, particularly by processing gifts, recording RSVPs, and providing staff support at events as requested.
· Work with the development coordinator to ensure proper recording, acknowledgement, and collection of all annual fund contributions.
· Work closely with the communications office on the writing, design, and printing of major fundraising communications.
· Regularly track data-driven objectives and goals, action plans, and benchmarks relating to annual giving.
· Maintain accuracy of donor society memberships as well as recognition and an ongoing expression of gratitude and investment impact of members.
· Ensure that donors are recognized in every means appropriate such as prompt, personal, and dynamic acknowledgement letters and public recognition online, in print, and inside of Wellington.
· Work closely with the communications office on the writing, design, and printing of major stewardship communications including an annual report.

Qualifications:
· A bachelor’s degree
· A minimum of three years of experience in an advancement-related field
· Enthusiasm, initiative, high energy level, sense of humor, and flexibility
· Commitment to champion equity and inclusion initiatives with a demonstrated understanding of racial and social inequities
· Passionate belief in the principles of donor-centered fundraising
· Excellent interpersonal skills, and commitment to providing timely, empathetic help that keeps Wellington families’ needs at the forefront of every interaction
· Ability to track and coordinate event logistics, partnering with colleagues from multiple departments for event execution
· High comfort level with a collaborative working environment
· Availability to work some evenings and weekends


[bookmark: _GoBack]Qualified candidates should send materials by July 2 to Laurie Beth Sweeney, chief experience officer & director of development, at sweeney@wellington.org. All candidates should include:
· Completed application 
· Cover letter 
· Resume 
We believe every person plays a role in making Wellington a diverse, equitable, and inclusive place to learn, teach, and work. We seek to attract culturally and academically diverse faculty and staff who thrive on being engaged participants in our vibrant, innovative educational community. We embrace diversity and do not discriminate on the basis of race, color, religion, gender, disability, sexual orientation, age, or national or ethnic origin in the administration of our admission policies, financial aid, or employment.
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