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Alumni Mentoring and 
Volunteering Coordinator 

Position Description 

ORGANISATIONAL ENVIRONMENT 

UNSW is currently implementing a ten year strategy to 2025 and our ambition for the next decade is nothing less 
than to establish UNSW as Australia’s global university. We aspire to this in the belief that a great university, which 
is a global leader in discovery, innovation, impact, education and thought leadership, can make an enormous 
difference to the lives of people in Australia and around the world. 

Following extensive consultation in 2015, we identified three strategic priority areas. Firstly, a drive for academic 
excellence in research and education. Universities are often classified as ‘research intensive’ or ‘teaching 
intensive’. UNSW is proud to be an exemplar of both. We are amongst a limited group of universities worldwide 
capable of delivering research excellence alongside the highest quality education on a large scale. Secondly, a 
passion for social engagement, which improves lives through advancing equality, diversity, open debate and 
economic progress. Thirdly, a commitment to achieving global impact through sharing our capability in research 
and education in the highest quality partnerships with institutions in both developed and emerging societies. We 
regard the interplay of academic excellence, social engagement and global impact as the hallmarks of a great 
forward-looking 21st century university.  

To achieve this ambition we are attracting the very best academic and professional staff to play leadership roles in 
our organisation. 

Values in Action: Our UNSW Behaviours 

UNSW recognises the role of employees in driving a high performance culture. The behavioural expectations for 
UNSW are below. 

Please refer to the UNSW Behavioural Indicators for the expectations of your career level. 

Position Number: 00059618 
Position Title: Alumni Mentoring & Volunteering Coordinator 
Date Written: March 2018 

Faculty / Division: Division of Philanthropy 
School / Unit: Alumni and Engagement 
Position Level: Level 6 
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OVERVIEW OF RELEVANT AREA AND POSITION SUMMARY 

Philanthropy is critical to the success of the 2025 Strategy. Beginning with the appointment of a new Vice-President, 
Philanthropy in February 2016, UNSW is committed to building a world-class development and engagement team 
that will help advance UNSW’s ambitious goals. Our Development and International Development teams work 
closely with individuals, corporations, and foundations to raise philanthropic support for the university’s highest 
priorities. Our Alumni and Engagement team encourages alumni and friends to give time, money and expertise in 
support of these priorities, while providing ongoing value to graduates, and strengthening the University’s 
reputation. Our Operations Team ensures that all UNSW donors, alumni and friends receive a consistent and high 
standard of service and stewardship. 

The role of the Alumni Mentoring and Volunteering Coordinator reports to the Manager, Alumni Networks and 
Services and has no direct reports.  

RESPONSIBILITIES 

Specific responsibilities for this role include: 

• Contribute to the volunteering and mentoring engagement strategy that provides alumni with meaningful 
ways to connect and contribute to the UNSW community.

• Drive the continued growth and success of the newly launched Uni-wide digital mentoring program. 

• Coordinate the digital mentoring pilot program with the Business School from an alumni and engagement 
perspective.

• Ensure regular and consistent tracking and reporting of alumni volunteer involvement on the Raisers Edge 
database platform.

• Coordinate and support the alumni volunteers in the Alumni Host Program.

• Work closely with Alumni and Engagement Coordinators running volunteer programs at the faculty level to 
stay abreast of activities and developments and provide effective support in the form of best practice 
templates, training materials, and reporting tools.

• Engage with a variety of alumni groups with the purpose of building ongoing support and participation through 
volunteering and mentoring activities by fostering mutually beneficial relationships.

• Plan and deliver events and engagement activities that support alumni volunteering.

• Act as a key point of contact for UNSW alumni volunteering and mentoring.

• Provide support to the Alumni Networks and Services team as required.

• Liaise with appropriate stakeholders and contribute to the development, delivery and evaluation of relevant 
Divisional projects and initiatives.

• Cooperate with all health and safety policies and procedures of the university and take all reasonable care 
to ensure that your actions or omissions do not impact on the health and safety of yourself or others.

SELECTION CRITERIA 

• A relevant degree and/or an equivalent level of knowledge gained through any other combination of
education, training and/or experience.

• Proven track record of delivering successful alumni and/or strategic engagement programs.

• Strong engagement and stakeholder management skills, including demonstrated experience working with
and coordinating volunteers.
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• Highly developed written and verbal communication skills, and excellent attention to detail.  

• Demonstrated ability to influence and garner support and commitment for projects.  

• Excellent organisational skills and proven success working with colleagues across multiple teams.  

• Proven ability to think laterally when dealing with a challenging situation.  

• Knowledge of health and safety responsibilities and commitment to attending relevant health and safety 
training. 

 

 

 
 

It is not the intention of the position description to limit the scope or accountabilities of the position 
but to highlight the most important aspects of the position. The aspects mentioned above may be 
altered in accordance with the changing requirements of the role. 
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