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JOB DESCRIPTION and PERSON SPECIFICATION 

 
 

ALUMNI OFFICER 
 

Introduction 
 
Concord College is England’s premier co-educational international boarding school providing GCSE and A Level 
courses.  Set in 73 acres of Shropshire parkland, the College combines outstanding facilities with first-rate 
academic performance.  The College is regularly rated in the top 20 schools in the UK.  We also run our own 
residential summer course programme during the months of July and August.  Students are cared for by 
dedicated staff in a safe and beautiful environment.   
 
Concord College is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff to share this commitment.  Child protection screening is undertaken which includes checks with 
past employers and the Disclosure and Barring Service. 
 
 
Purpose of the Role 
 
The Alumni Officer will report to the Head of Marketing and take direction from the Principal, to manage the 
Concord Alumni Community. 
The post holder will be expected to contribute to and promote the College’s ethos of dedication, decency, trust 
and mutual respect. 
 
 
Main duties and responsibilities include: 
 

• Managing the Concord Alumni Community using the ToucanTech website, social media, and 
organising alumni events 

• Seeking innovative opportunities to engage our Alumni Community to help each other. 

• Seeking out and writing engaging stories for the Alumni Website and sending to relevant audiences 

• Keeping up to date on new features on the Alumni Website and making use of them.  

• Maintaining up-to-date data and encouraging more data entry into Alumni profiles on the Alumni 
database using the Alumni website 

• Managing the Alumni Facebook Group – posting stories etc 

• Inputting fundraising data supplied by Finance into the database 

• Managing any alumni events working with Concords events team and other members of the 
marketing team 

• Suggesting social media content and working with Marketing Assistant 

• Dealing with incoming Alumni correspondence in all forms but mainly email and Facebook messaging 

• Managing tours working with the Marketing Assistant for both Alumni and their families and making 
sure follow up activities are done e.g. news stories 

• Other Responsibilities - Any other duties which may be required by the Head of Marketing or the 
Principal 

Skills and Experience: 
 
 

• being a Concord alumnus/alumna or a connection with the college (desirable) 

• effective communication skills, both written and verbal 

• ability to deal with a wide range of people in an appropriate manner 

• ability to prioritise workload and work well under pressure to strict deadlines 

• good telephone manner 

• accuracy and good attention to detail 

• computer literate with good IT skills 
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• knowledge of social media channels 

• a pro-active approach 
 
 
Personal Attributes: 
 

• well-presented with the ability to represent the College in a professional manner 

• team player with the ability to establish and maintain effective working relationships 

• ability to communicate effectively  

• tact and diplomacy 

• ability to use own initiative 

• flexibility 
 
Working hours: 
 
Two days a week or equivalent hours. Additional hours may be required as responsibility and workload 
demand. 
 
Lunch is provided free of charge whilst the kitchen is in operation. 
 
The College reserves the right to vary or amend the duties and responsibilities of the post holder at any time 
according to the needs of the College.  However, duties will not be assigned which the post holder cannot 
reasonably perform, or which fall outside the range of his/her normal skills and experience. 
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