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Job Family

Start Date

End Date

Primary Posting
External Posting URL

Description

JR100497 Alumni Engagement Coordinator (Open)
Administrative Support
08/05/2026

No

https://dickinson.wd108.myworkdayjobs.com/Jobs/job/50-Mooreland-Ave/Alumni-Engagement-
Coordinator_JR100497

Posting Details

Dickinson College is a premier four-year residential liberal arts institution chartered in 1783 and widely
recognized as a leader in global and sustainability education. Dickinson College is located in Carlisle,
named a “most livable city” by Forbes and is minutes from the state capital of Harrisburg. The campus is
connected to a vibrant downtown that offers eclectic dining, shopping and entertainment options. Within a
two-hour drive are Philadelphia, Baltimore and Washington, D.C.; New York City is three hours away.

Dickinson College offers full-time employees a broad range of benefits, including a comprehensive medical
insurance plan, life insurance, flexible spending accounts, generous time off, parental leave, homebuyer
assistance, and tuition benefits for eligible employees and dependent children under the age of 24. Upon
eligibility, the College contributes 8% of an employee’s base salary to a retirement account with an
additional .5% matching contribution; all money paid by the college into the employee’s retirement plan is
immediately and fully vested in the employee.

Below you will find the details for the position, including any supplementary documentation and questions
you should review before applying for the opening. To apply for the position, please click the "Apply" for this
job link button above.

Position Department

Advancement - Alumni Engagement

Job Summary/Basic Function

The Alumni Engagement Coordinator, reporting to the Assistant Vice President
for Alumni Engagement, works collaboratively with the Alumni Engagement
team and division partners to provide the necessary support to meet yearly
engagement and revenue goals. The Coordinator assists with virtual and in-
person event management for the division of College Advancement, and
coordinates the day-to-day operational duties of the Alumni Engagement staff in
a fast-paced office setting. The ideal candidate will be able to manage multiple
projects, learn new technology and data processes and provide excellent
customer service to Dickinson's 28,000 alumni, parents and friends of the
college.
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A resume and cover letter are required from all applicants.

Essential Functions

« Think critically, strategically and creatively about the tasks and processes of Alumni
Engagement programs. Support the team’s efforts to meet yearly engagement, financial and
participation goals.

« Coordinate College Advancement virtual, regional and on-campus programs and events for
alumni, parents and other constituents. Responsibilities include creating online registration
forms, managing the registration database, creating event materials, pre and post-event
reporting, revenue management and managing registration support.

* Work closely with the Alumni Engagement team during Homecoming & Family Weekend
and Alumni Weekend. Manage the registration process, housing, web updates and guest
support. Assist with student and staff training for major programs.

¢ Assist with Alumni Engagement Volunteer management, including volunteer coding,
stewardship, and communications. Support the Alumni Council through on campus meeting
coordination and communication.

* Manage the Dickinson Alumni social media accounts, including content creation and
scheduling.

« Provide excellent customer service and support through the department phone lines, email
accounts and at on-campus programs.

« Support the Alumni Engagement team through managing calendars, scheduling meetings,
creating agendas and meeting minutes, and handling data entry.

Other Duties and Responsibilities

* Serve as a resource for department initiatives.

¢ Assist with additional division projects as needed.
« Perform both night and weekend work as needed.
¢ Other duties as determined or assigned.

Supervision

« Not responsible for supervising others.

Education/Requirements

« High school diploma or GED, required.

< Ability to work independently and as a member of a team, to prioritize work and meet
deadlines while maintaining a positive attitude.

< Ability to work thoughtfully in a fast-paced and ever-changing work environment.

» Excellent oral and written communication skills.

e Strong organizational skills.

« Strong interpersonal skills, including diplomacy, tact, maturity, and discretion.

e Comfort in learning and managing new technologies.

« Ability to handle confidential materials and situations with sensitivity and discretion.

¢ Calendar-driven to meet all deadlines.

« Ability to carry out multiple activities/projects concurrently.
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« Computer software/technology skills (Microsoft Office Suite, Adobe, Jardu, and Raiser's
Edge).

Experience

« 1to 3years of relevant experience.

Independence of Action

* Work progress is monitored by supervisor/manager; incumbent follows precedents and
procedures, and may set priorities and organizes work within general guidelines established
by supervisor/manager.

Work Environment

« Office environment/no specific or unusual physical or environmental demands.

Equipment/Tools Used

« Standard office equipment including computer, copier/printer/scanner, phone, etc.

EEO/Diversity Statement:

The College is committed to building a representative and diverse faculty, staff, and student body. We
encourage applications from all qualified persons.

Regular

50 Mooreland Ave

Full time

Carlisle, Pennsylvania

Advancement - Alumni Engagement (Liz Toth)
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