Omega Phi Alpha – Position Description

Title:  Alumnae Email Blast Coordinator
General Purpose of Position:

To use our mass email account to generate numerous mass emails to all or a subsection of our international alumnae community.
Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Alumnae Relations
Accountable to:
VP Alumnae Relations
Support from:
VP Alumnae Relations, Directors of Alumnae Activity
Works with:
VP Alumnae Relations, Directors of Alumnae Activity, Alumnae Convention Coordinator, all alumnae-focused task forces
Term of Service:
2 year(s) from time of appointment to Aug 15 (two years later).
Time Commitment: 
5 hours per week with peak hours between Feb and June
Required Qualifications:  
· All national, district, and appointed officers must be members in good standing of Omega Phi Alpha.
· Professional, timely, proactive communication skills, especially written communication.
Preferred Knowledge/Abilities/Experiences:

· Computer skills especially in Microsoft Office.  Ability to quickly learn to use a mass email platform like MailChimp or ConstantContact.
Duties and Responsibilities:

· Refresh member records loaded into the email tool at least twice per year.
· Consolidate names and emails of members who “opt out” of mass emails.  Forward those names to the national office administrator.

· Collect names and addresses whose mass emails experience a “hard bounce” indicating the email address is invalid.  Forward that information to the national office administrator so she can remove their email address from our database.
· Work closely with each national leader who needs to send an email to the alumnae community.  Provide suggestions for edits, formats, and graphics to make the message more compelling.

· Send a draft of each outbound email to the VP Alumnae Relations prior to sending it out to the alumnae.  Work with her to refine it.

· Serve on the D4D Committee

a. Work with the committee to develop and execute a marketing plan for D4D, including one or more mass emails.

b. Assist in setting up the online registration tool (RegOnline or another tool) for the D4D event.

· Assist all alumnae chapters in publicizing their activities and recruiting new members by sending targeted emails to a smaller geographically-based subsection of alumnae.

· Assist in publicizing the national convention

a. Publicize the alumnae convention raffle.

b. Assist in recruiting alumnae delegates.
c. Share the names of selected delegates and legislation to be considered.

· At the conclusion of her term, conduct a 1:1 training session with the next volunteer leader in this role.
Convention/ Midyear Attendance required?  No
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