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TITLE:
Alumni Program Coordinator
REPORT TO:
Executive General Manager 
POSITION SUMMARY:      The Alumni Program Coordinator is responsible for implementing Ganbina’s alumni program by reconnecting with alumni, maintaining the alumni database, coordinating alumni engagement activities and career pathway sessions, and strengthening relationships between alumni, participants and Ganbina.
TERMS:                            Part time, 0.4 FTE (15.2 hours per week) initially 
offered as a 1-year fixed term employment contract with potential for extension.
KEY PERFORMANCE INDICATORS:

 

The Alumni Program Coordinator will undertake the duties and tasks detailed in this Position Description to achieve the following KPIs for their individual area of responsibility.  
1. Alumni database is actively maintained, accurate and updated through proactive contact with alumni.
2. Alumni engagement activities and career pathway sessions are planned, coordinated and delivered within agreed timeframes.
3. Alumni volunteers are identified, engaged and supported to contribute to participant learning and inspiration.
4. Regular and professional communications are delivered to alumni through phone, email, newsletters and social media.
5. Positive relationships are developed with alumni, participants, staff and other stakeholders.
6. Progress reports are provided to the Executive General Manager as required.
7. Alumni program records, communications and administration comply with Ganbina’s confidentiality, quality and record-keeping standards.
8. Evaluation activities are supported and used to identify opportunities to improve and grow the alumni program.
KEY DUTIES

Alumni Program Functions
· Build and engage Ganbina’s alumni community through phone, email, social media and direct meetings.
· Develop and implement alumni engagement activities that support the alumni program and its agreed KPIs.
· Identify and engage alumni volunteers to participate in career pathway sessions and other participant-facing activities.
· Plan, organise and deliver alumni career pathway sessions, including administration, scheduling and follow-up.
· Proactively locate and reconnect with Ganbina alumni and record relevant details in Ganbina’s alumni database.
· Maintain accurate alumni program records and keep the alumni database current.
· Prepare engaging internal and external communications, including alumni newsletters, social media content and other program updates.
· Provide regular progress reports to the Executive General Manager, Leadership team and, when required, the Board or staff meetings.
· Actively promote and advocate for the alumni program and identify innovative ways to involve alumni in Ganbina activities.
· Participate in evaluation activities and contribute ideas to strengthen and grow the alumni program.
KEY SELECTION CRITERIA

The Alumni Program Coordinator plays an important role in reconnecting Ganbina alumni with the Ganbina community to inspire participants and strengthen ongoing alumni engagement. Reporting to the Executive General Manager, this role requires strong relationship-building, communication, project coordination, event planning and administration skills. The position suits someone who is energetic, organised, professional and committed to improving education, training and employment opportunities for participants.
· Outstanding interpersonal skills, with the ability to tailor communication to a wide variety of stakeholders.
· Excellent written and verbal communication skills, including confidence with public speaking and presentations.
· Ability to work to tight project deadlines, take initiative and organise workload independently.
· Knowledge and experience managing social media platforms, including Facebook and LinkedIn, with an understanding of professional online communication.
· Strong project and event management capability and ability to achieve outcomes through a positive, team-oriented and can-do approach.
· Ability to always maintain confidentiality and professionalism.
· Proficiency with Microsoft Office, particularly Word, Excel, Canva, Mailchimp and PowerPoint.
REQUIRED QUALIFICATIONS AND EXPERIENCE (Desirable)
The following qualifications, experience and attributes are desirable for the Alumni Program Coordinator role:
· Tertiary qualification in marketing, communications, journalism, education or a related discipline, or relevant work experience.
· Experience in alumni relations, journalism, communications, marketing, school teaching or a similar education-related or community-building role.
· Experience working with teachers, students or schools.
· A passion for education, training and employment, and commitment to improving opportunities for program participants.
· A friendly, warm and professional disposition, with enthusiasm, persistence and reliability.
· Ability to motivate others, share knowledge and be a positive role model.
Cultural Competency: A demonstrated understanding of and sensitivity to the cultural needs of Aboriginal and Torres Strait Islander communities.

Right to work: All applicants must have the right to work in Australia.
Clearances: A valid Working with Children Check and Police Check, as required for working with vulnerable groups.
Driver’s licence: A current Australian driver’s licence is required.
EMPLOYEE RESPONSIBILITIES:

All Ganbina employees must adhere to all Ganbina policy and procedures and funding body requirements. All Ganbina’ employees must:

· Comply with Environmental Health and Safety requirements as detailed in the policy and procedures.

· Take reasonable care for the safety of their own health and safety and that of others who may be affected by their conduct in the workplace.

· Participate in meetings, training and other activities as reasonably directed by the Executive General Manage. 

Signed: ___________________________________________
Date: ____________

Employee

Signed: ___________________________________________ 
Date: _____________
                  Executive General Manager
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