Omega Phi Alpha – Position Description

Title:  Young Alumnae Coordinator
General Purpose of Position:

To coordinate all activities designed to engage alumnae who are within 5 years of graduation.
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 Secretary, Insignia Coordinator, Virtual Assistant
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 in October and March.
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.
· Warm, welcoming, and responsive manner to put new alumnae at ease.
· Membership on and familiarity with the OPA forum.
· Familiarity with all OPA policies, procedures, and programming related to alumnae.
Duties and Responsibilities:

· Prepare and distribute a welcome packet to all new alumnae.  Contents of the packet should be reviewed and updated each year, but must be aligned with the VPAR.

· Build and leverage relationships with Chapter Alumnae Liaisons.   Each semester, remind the Chapter Alumnae Liaison to start collecting the names and contact information of the graduates for that term.  (It takes several weeks to collect them all and confirm the information is correct.)
· Collect the names, contact information, and post-graduate city of residence for all graduating seniors each semester.

· Forward a copy of those names to the  virtual assistant so she can update their status prior to submitting the alumnae list to the national jewelry vendor.  This will enable graduating seniors to purchase an alumnae pin prior to graduation.

· Compile all names and contact information into one spreadsheet.  Sort by post-graduate location.  Separate the graduates who will settle near an alumnae chapter and send their information directly to the alumnae chapter they will live near.  This will enable the alumnae chapter to issue a personal invitation to their next alumnae chapter activity.
· Confirm that each collegiate chapter has scheduled a senior ceremony each semester in which they have graduating sisters.  Collect the name(s) of the alumnae who will be leading the ceremony.  

· Review the current senior ceremony ritual and provide input for continuous improvement.

· 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
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Effective Date: Aug 6, 2014

