Omega Phi Alpha – Position Description

Title:  Alumnae Societies Coordinator
General Purpose of Position:

To coordinate all activities related to Omega Phi Alpha’s Alumnae Societies.
Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Alumnae Relations
Accountable to:
VP Alumnae Relations
Support from:
VP Alumnae Relations, Alumnae Secretary
Works with:
VP Alumnae Relations, Directors of Alumnae Activity, Alumnae Convention Coordinator, Alumnae Secretary, Insignia Coordinator
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.
Preferred Knowledge/Abilities/Experiences:

· Professional, timely, proactive communication skills, especially written communication.

· Confidence and assertiveness to reach out to alumnae sisters she doesn’t know, to introduce the concept of Alumnae Societies, and to generate interest.
· Membership and familiarity to the OPA forum as well as Facebook

· Familiarity with all OPA policies and procedures related to Alumnae Societies.  

Duties and Responsibilities:

· Respond to all inquiries during the year about the Alumnae Societies and related programming.

· Plan and implement an annual marketing campaign to raise awareness of Alumnae Societies.  Identify potential inductees who live in the region hosting the national convention or D4D, and give them a personal invitation to participate in an induction event.  The marketing campaign may include Chevron articles, email blasts, social media (Facebook, Twitter, Pinterest, etc) and even direct phone calls.
· Working with the Alumnae Convention Coordinator, plan and implement the Alumnae Society induction event at convention.
· Working with the D4D Coordinator, plan and implement the Alumnae Society induction event at Digging For Diamonds. 

· The national organization will provide a gold-clad alumnae pin for induction at no cost to the inductees.  Provide information to inductees about the option of purchasing a 10k alumnae pin to be used in the society inductions.  Alert the Insignia Coordinator and jewelry vendor (currently Award Concepts) of inductees who are eligible to purchase alumnae pins with society stones.  Note:  our jewelry vendor does not often keep these pins in stock, so they must be preorderedat least six weeks before they will be needed.
· Review the current Alumnae Societies policies and provide input for continuous improvement.
· Provide input for improving the alumnae section of the national website that pertains to Alumnae Societies.

· Review the current Alumnae Societies ritual and provide input for continuous improvement.

· After each set of inductions is complete, provide a current list of all society inductees to the virtual assistant and the Insignia Coordinator for use in validating future alumnae pin orders.

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

D4D Attendance required?  No, but preferred.
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