	Job Description

	

	

	Job Title
	Advancement and Alumni Officer

	Department
	Economic Development and Advancement

	Responsible To
	Advancement Manager

	Responsible For
	N/A

	Grade
	6

	Location
	Executive Office, Inverness 

	Job Objective

	To provide technical input to, and support for, the development, implementation and stewardship of the university’s advancement strategy. 

This role will be responsible for the management of two key areas: Alumni Relations and the Raiser’s Edge fundraising database.



	Key Duties & Responsibilities

	Alumni Relations
· To manage all alumni relations activities including: co-ordinating and maintaining regular communications; managing the web pages and on-line community; writing and editing copy and sourcing case studies and features from alumni and from UHI’s Academic Partners; reviewing and developing (in collaboration with Academic Partners) UHI’s alumni benefits, awards, events and ambassador programmes.

· To develop and implement an alumni fundraising plan which encourages donations to support bursaries, research and university development
· The management and delivery of an effective alumni, donor and supporter communications plan and the management of any external contracts required.

· To plan, manage and attend a wide-ranging programme of events, which aim to engage individuals and companies in university activities with a view to attracting philanthropic support and enhancing alumni engagement.
Raiser’s Edge Fundraising Database 

· To manage and develop the Raiser’s Edge database; ensuring regular input from departmental and wider staff; alumni imports from SITS; planning for, setting up and managing new functions (e.g. Scholarship add-on); providing ongoing expert support for university-wide partners and users; and developing and implementing a comprehensive system of reporting to ensure the prospect, donor and alumni data gathered is communicated appropriately across the university. 

· To record and ensure the accuracy of donor income; produce reports on campaigns, funds and appeals; provide data for an annual gift aid claim and liaise with the finance team.

· To design and perform analyses of alumni data, reporting against criteria required by our academic and professional colleagues across the partnership.
· To be responsible for compliance and operational procedures associated with Raiser’s Edge, ensuring that donors, supporters and alumni are treated appropriately and to develop and maintain an operational procedures handbook and staff training programme for all users.

· To plan, pilot and implement a programme, through which UHI’s Further Education alumni can be added to Raiser’s Edge which currently contains 36,000 Higher Education graduates.
Other

· To support the advancement manager in strategic fundraising activities and the stewardship of donors through coordination of prospect research, proposals and communications when required.
· To participate in the university’s performance and development review procedure.

· To take due care of yourself and others in respect of health and safety.

· To attend training courses your line manager, the Advancement Manager, may identify as necessary.

· Such other duties temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade.



	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is UHI’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement UHI reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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