Alumni/ae Programs Assistant and Head's Office Assistant
                                                                                                                                   
This is a full time position working in two areas: 3 days per week as alumni/ae programs assistant and two days per week as head's office assistant.  The alumni/ae programs assistant reports directly to the director of alumni/ae programs, providing communication, social media and event planning support in the areas of alumni/ae relations.  The head's office assistant reports directly to the assistant to the head of school, providing administrative office support. 

 

Alumni/ae Programs Role Description
Alumni/ae Communications
· Create and edit an alumni/ae newsletter;

· Maintain and keep current the Alumni/ae Facebook page; grow alumni/ae social networking capabilities through Facebook and other platforms;

· Working with the marketing department, create an alumni/ae presence on the Friends Select Facebook fan page.

· Maintain and keep current the alumni/ae section of the school's  website;

· Support the use of webcasts, photos, videos, skype and blogs of alumni/ae news for information gathering and dissemination;

· Utilize Constant Contact and E-mail blasts to inform alumni/ae about special events and activities. 

Alumni/ae Relations
· Educate current Friends Select students to the importance of maintaining a life-long relationship with the school;

· Conduct alumni/ae orientation sessions with the senior class;

· Recruit members of the current senior class to become class agents, class Facebook manager and senior class gift agent;

· Develop and coordinate reunion programs around specific events, including:

· Alumni/ae basketball and soccer game during the Thanksgiving holiday;

· FSS sporting events;

· FSS art/music/theater events;

· Help support the implementation of alumni/ae gatherings for classes celebrating their 5th and 10th reunions, regional receptions and other reunion events and programs as needed;

· Provide alumni/ae tours and respond to alumni/ae inquiries as needed.

 

Head's Office Assistant Role Description
 
The head's office assistant reports directly to the assistant to the head of school, providing administrative office support.  The most important responsibilities are as follows:

 

Head's Office Administrative Responsibilities
· Assist with the preparation and maintenance of the all-school calendar, with monthly updates for all trustees, faculty and staff.

· Assist with the preparation and maintenance of the calendar of field trips.

· Assist with the preparation of Head's Weekly Bulletin each week faculty are on campus.

· Maintain the online calendar.

· Maintain the calendar sections of the Friends Select School website.

· Prepare and maintain the Entry Book for all activities using selected areas of the building during the school year.

· Provide support for special projects of the head's office, e.g., PAIS, Strategic Plan.

· Assist with the preparation of regular statistical reports for NAIS, FCE, PAIS etc.

 

Trustee Administrative Responsibilities
· Assist in the preparation of regular monthly and special mailings to trustees.

 

Personnel Responsibilities
· Maintain confidential personnel records for faculty and staff as well as for current tutors and substitute teachers.

· Insure that all hiring protocols regarding clearances and verification of educational background are completed for all school substitutes, tutors, instrumental coaches, and volunteers.

· Prepare, maintain, and distribute lists of all school substitutes, tutors, and instrumental coaches.

· Acknowledge receipt of all resumes for school substitutes, tutors, and instrumental coach positions and maintain resume files by category.

 Qualifications:
·        Excellent writing and communication skills

·        Imagination, initiative, energy, organizational skills, attention to detail

·        Facility and experience with web page production and management as well as all other communications related software

·        Experience in communications, development and/or alumni/ae relations work a plus.

 

Please send resume and three references to:

 

Jan Burns

Assistant to the Head of School

Friends Select School

17th & the Benjamin Franklin Parkway

Philadelphia, PA  19103

janb@friends-select.org

 
