
 

Alumni Relations Officer 

MISSION STATEMENT 

St. Ignatius College Preparatory is a Catholic, Jesuit school serving the San Francisco Bay Area 

since 1855. 

  

Through a rigorous and integrated program of academic, spiritual, and co-curricular activities, St. 

Ignatius challenges its students to lead lives of faith, integrity, and compassion. 

  

Students are enriched by a diverse and loving Christian community and are called to become 

life-long learners who develop their individual talents for the greater glory of God.  

  

With a commitment to intellectual excellence, leadership, service, and justice, we strive to be 

men and women for and with others, responding courageously to the opportunities and 

challenges of our time. 

 

About the Position: 
Outreach to the 18,000-plus living alumni of St. Ignatius College Preparatory is a key element of 

the school’s mission: SI’s alumni provide a consistent source of applicants to the school, support 

the school’s annual fund and scholarship programs generously, and are an important network of 

Ignatians living out our values in their professional and personal lives. 

  

About a quarter of SI’s alumni graduated from the Stanyan Street campus that was once part of 

USF; about a third are from all-male classes of the 70’s and 80’s at the Sunset Campus and about 

45% are since the school went co-ed in 1989. This person will lead the Alumni Association’s 

outreach efforts to all these constituents and needs to be able to understand and articulate SI’s 

history as well as its strategic vision for the future.  

  

Primary Responsibilities: To lead the Alumni Association Board in maintaining close, life-long 

affiliation between the school and its 18,000 living alumni/ae and to promote the school’s 

strategic initiatives and annual fund. 

   

Specific Duties and Expectations: 

1. To work with the Alumni Board leadership on the following: 

 Board membership and leadership 

 Selecting the Christ the King recipient 

 Alumni Association major events 

 Strategies to engage our alumni across generations 

2. To manage the Alumni team: 

 Establish the annual work plan and calendar 

 Help team members set and meet annual goals 

 Meet quarterly to review those goals and check-in on the year 



 Assist team in their professional development 

 Delegate responsibilities as necessary 

3. To represent the school at alumni functions 

4. To work with class representatives on: 

 Class rep make up 

 Class reunions and campaigns 

 Any annual gatherings a class may have 

 Broad outreach and engagement with their classmates 

 The school’s fiscal and strategic needs 

5. To raise funds for the school’s annual and campaign initiatives 

 Manage a portfolio of donors and prospects by reaching out and connecting with 

them on a regular basis 

 Track contacts through Raiser’s Edge, our database program 

  

Qualifications:  

1. Bachelor’s degree required; advanced degree preferred 

2. At least three years’ experience in managing people preferred 

3. Demonstrated presence and ease with social media including Facebook, LinkedIn and 

Instagram 

4. Strong computer software skills with databases and online applications 

5. Excellent writer and experienced public speaker 

6. Experience in leading innovative projects 

7. Previous work history in a team or collaborative setting 

The Ideal Candidates: 

1. Are either a graduate of St. Ignatius or have a strong affiliation with the school and 

appreciation for its history 

2. Want to be part of a team and belong to an mission-based organization 

3. Are comfortable reaching out to people they don’t know 

4. Enjoy a competitive challenge 

5. Have a strong sense of humor 

6. Like to create and implement their own ideas and programs 

7. Can work with a high level of autonomy—they don’t wait around to be told what to do 

8. Are energized by ambitious goals 

Qualified applicants should submit cover letter and resume (complete with salary 

requirements) to advancement@siprep.org by March 2, 2018. 
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