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Position:

Alumni Officer (Group 4, A/P/C)
Department:
External Affairs
Salary:
$43,188 - $55,495
Founded in 1802, Saint Mary’s University is one of Canada’s oldest and leading institutions of higher learning and has evolved into a vibrant and engaged community of students, faculty, staff, and alumni from more than 90 countries around the world.  Saint Mary’s University is home to one of Canada’s leading business schools, a science Faculty widely known for its cutting-edge research, a comprehensive and innovative Arts Faculty and a vibrant Faculty of Graduate Studies and Research. 
Under the direction of the Director of Alumni Engagement, the Alumni Officer plans, coordinates and implements activities with a focus on programs and events that align with the alumni cornerstones.  Working as a member of the Alumni Office team, the Alumni Officer is responsible for the development, implementation and promotion of new and existing programs and events.  The Alumni Officer also works collaboratively with other External Affairs employees to ensure the timely, accurate and effective delivery of services.

In order for you to be the Alumni Officer you hold the ability to build strong, positive relationships with both internal and external customers.  You will plan, coordinate and implement alumni programs and events inclusive of establishing event timelines, monitoring team activities and preparing materials and communications in support of alumni activities.  Your ability to develop annual operational plans within your respective area while adhering to best practices, considering new approaches and initiatives to support Alumni activities and promoting and providing guidance to the team for continuity and development further support your success in this position.  You will also evaluate, report, research and monitor performance indicators related to student/alumni engagement and further utilize research to generate new ideas for engaging alumni through special projects and new initiatives.
As the successful candidate you hold an undergraduate degree and a minimum one (1) year of related experience, preferably within a university environment.  This position also requires your ability to travel and work evenings/weekends as required with access to transportation.  Demonstrated experience in managing multiple and competing tasks/priorities along with excellent written and oral communication skills, interpersonal and customer service skills, initiative and independent thinking, and strong attention to detail and organization within a team environment will ensure your success in this role.  Proficiency in Microsoft Office Suite, database maintenance and website maintenance are all technical requirements.  
Apply for this opportunity online by visiting www.smu.ca/employment and use our new online application system through CareerBeacon. Select the position you are interested in and apply by clicking the "Apply Online Now" button. Please include the names of three professional references.
Competition Opens:
January 27, 2012         Competition Closes:      February 10, 2012
Saint Mary's University is committed to the principles of Employment Equity. Saint Mary's University thanks all applicants for applying. Only those selected for interviews will be contacted.
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