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Job Title: 		Alumni Services Associate
Job Number:			SO-487 | VIP: 3002			
Band:			OPSEU-5								
Department: 			External Relations & Development				
Supervisor Title: 	Director, Alumni Engagement & Services
Last Reviewed:			September 22, 2026

JOB PURPOSE:
Reporting to the Director, Alumni Engagement & Services, the Alumni Services Associate provides operational, administrative, alumni data and service support for the University’s alumni engagement programs and services. The position is responsible for supporting the day-to-day administration of alumni services, benefits, registrations, records, financial processes, vendors and operational systems. 
They play an important role in maintaining accurate alumni information within the University’s constituent database. The position supports the tracking, coding and entry of alumni engagement activity, contact information, event participation, volunteer involvement, benefit participation and other relevant alumni data. The position also supports list preparation, reporting and data quality activities that enable Alumni Engagement & Services to measure participation, understand alumni engagement and deliver targeted programs and services. 
The position supports the operational delivery of email communications for alumni programs, events and services, including preparing recipient lists, building and scheduling emails using approved content and templates, and reporting on email engagement. The Associate works closely with colleagues across External Relations & Development and the University to support accurate, efficient and coordinated delivery of alumni programs and services.
Key Activities:
Alumni Data, Tracking and Database Administration
· Maintains accurate alumni information in the University's constituent relationship management database and related systems in accordance with established data standards and procedures. 
· Tracks, codes and enters alumni engagement activities, including event participation, volunteer involvement, program participation, benefit usage and other relevant interactions. 
· Processes alumni contact information updates, including changes to email addresses, mailing addresses, telephone numbers, employment information and other constituent information. 
· Processes and upload data generated through alumni programs, registrations, surveys, contests, webforms, Alumni Perks and other engagement activities. 
· Reviews alumni data for completeness, accuracy and consistency
· Supports the preparation, maintenance and reconciliation of alumni lists for programs, events, communications and engagement activities. 
· Conducts established database queries, exports and routine reports to support Alumni Engagement & Services programs, communications and reporting requirements. 
· Supports the tracking and reporting of alumni engagement metrics and key performance indicators, including participation, registrations, contact updates and service utilization. 
· Works with Advancement Services and other relevant colleagues to ensure alumni data is appropriately recorded, coded and maintained within institutional systems. 
· Applies established procedures and coding standards for recording alumni engagement activity and maintaining alumni records. 
Alumni Perks
· Supports alumni registration, account inquiries and troubleshooting related to the Alumni Perks platform. 
· Maintains accurate Alumni Perks participant information and supports the reconciliation of registration and engagement data with the University's constituent database. 
· Prepares regular reports on Alumni Perks registrations, participation and program performance. 
Email and Program Communications
· Coordinates the deployment of email communications in support of alumni programs, events and services using the University’s approved email platform. 
· Deploys routine email communications in support of Alumni Engagement & Services programs, events and services using approved content, templates and audience criteria. 
· Prepares recipient lists and applies appropriate audience segmentation and exclusion criteria. 
· Conducts quality assurance checks, including testing links, formatting, recipient lists and other email elements prior to deployment. 
· Tracks email delivery and engagement metrics and prepares routine reports on results. 
· Ensures alumni email communications are deployed in accordance with established University procedures and applicable privacy and anti-spam requirements. 
Event and Program Administration 
· Provides registration and administrative support for alumni events, programs and activities. 
· Creates and maintains registration lists, attendance records and participant information. 
· Processes and records event participation and other engagement information within the constituent database. 
· Supports event-related financial administration, purchasing, invoicing, reconciliation and vendor coordination. 
· Supports the preparation of event and registration materials and other operational requirements. 
· Assists with post-event reconciliation, attendance tracking, data entry and reporting. 
Financial and Operational Administration
· Provides administrative support for Alumni Engagement & Services budgets, purchasing and financial processes. 
· Processes invoices, purchase orders, expense documentation and other financial transactions in accordance with University policies and procedures. 
· Maintains accurate records related to expenditures, vendors, contracts and program expenses. 
· Coordinates with external vendors and suppliers regarding orders, invoices, deliveries and other operational requirements. 
· Supports budget tracking and reconciliation for alumni programs and services. 
· Maintains organized electronic and operational records for Alumni Engagement & Services. 
Alumni House Operations 
· Supports the day-to-day operations of Alumni House and Alumni Engagement & Services. 
· Coordinates supplies, equipment, merchandise and other operational requirements. 
· Coordinates alumni merchandise inventory, distribution and related record keeping where applicable. 
Education Required:
· College Diploma in business administration, communications, information management, nonprofit management, public relations, marketing or a related field, or an equivalent combination of education and relevant experience.
Experience/Qualifications Required:
· Two (2) years of related experience in alumni relations, advancement, higher education, nonprofit administration, customer service, database administration or a related environment. 
· Experience working with CRM databases or information systems; experience with Blackbaud Raiser's Edge or similar software is an asset.
· Experience entering, maintaining, extracting, and reporting data from databases.
· Experience using email marketing or mass communication platforms to create and distribute electronic communications.
· Experience coordinating administrative processes related to registrations, financial transactions, vendors, programs, events, or similar activities.
· Strong customer service skills with experience supporting diverse stakeholders in a professional and responsive manner.
· Strong organizational, analytical, and computer skills, including Microsoft Office, databases, spreadsheets, and online systems, with the ability to manage large volumes of information accurately.
· Strong written and verbal communication skills, with the ability to prepare reports, interpret basic data, manage multiple priorities, and work independently and collaboratively.
· Ability to maintain confidentiality, and follow privacy and anti-spam requirements (e.g., CASL).
· Ability to work occasional evenings and weekends in support of alumni events and University activities.
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