Omega Phi Alpha – Position Description

Title: Director of Alumnae Activities
General Purpose of Position:

A Director of Alumnae Activities (DAA) coordinates alumnae activity within her assigned region for Omega Phi Alpha sorority.  She serves as the liaison between her region and the Board of Alumnae Affairs.  She encourages and participates in local, regional and national level activities for alumnae. 

Classification:  Appointed
Level: Regional
Relationships to Other Jobs:

Appointed by: 
VP Alumnae Relations
Accountable to:
VP Alumnae Relations 

Support from:
Board of Alumnae Affairs
Works with:
Board of Alumnae Affairs, National Executive Board, Traveling Leadership Consultants, Chapter Alumnae Advisors, and alumnae chapters
Term of Service:
2 year(s) from time of appointment to Aug 15 (two years later).
Time Commitment: 
5 hours a week, with some peak times during big projects.
Required Qualifications:  
· Must be a lifetime member of OPA in good standing.
· Must be an alumna of OPA.
Preferred Knowledge/Abilities/Experiences:

· Strong familiarity with social media.

· Good computer skills

· Good people skills

· Strong planning, communication and/or presentation skills

Duties and Responsibilities:

· Develop a sense of community among the alumnae in her region. 

· Serve as the liaison between the alumnae chapters in her region and the Board of Alumnae Affairs.
· Maintain a regional alumnae Facebook page.  Continuously recruit new membership on the page.  Post items of interest often.

· Develop a program of service that alumnae can do individually at their own homes.  Publicize it through social media and email blasts.

· Work with the YAL to ensure all collegiate chapters in her region conduct senior ceremonies for their graduating alumnae.  Assist in recruiting area alumnae to lead and attend those ceremonies.
· Mentor alumnae chapters in her region.

· Promote the organization of new alumnae chapters.
· Facilitate planning session conference calls with each alumnae chapter.  Work with them to outline a program of activities.  

· Encourage alumnae chapter leaders to develop a budget and set group goals.

· Assist alumnae chapters to continuously recruit new members from among recent graduates as well as more seasoned alumnae in the area.

· Touch base at midyear and the end of the scholastic year to ensure they are still on track.  Remind them to complete a midyear and annual report.
· Assist alumnae chapters in identifying and developing new officers.  Assist in formal officer transition.
· At the conclusion of her term, conduct a 1:1 training session with the next volunteer leader in this role.
Convention Attendance required?  No
Midyear Attendance required?  No
D4D Attendance required?  No
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