
  
 

Position Description: Alumni Co-ordinator at Kyneton High 

School 

 

 The following selection criteria MUST be specifically addressed in 

your application for this position. 
 

 Criteria for Selection:  
 

1. Commitment to advancing opportunities for students in public schools, and in 

particular, Kyneton High School 

2. Experience in alumni relations, event coordination, and/or marketing and 

communications role or similar role in an education-related or community-

building field  

3. Outstanding interpersonal skills with the ability to adapt communications to a 

wide variety of stakeholders  

4. Highly developed organisational, planning, problem-solving and coordination 

skills including the ability to manage demanding deadlines  

5. Demonstrated ability to work collaboratively with all members of the school 

community and to communicate with a wide range of individuals  

6. Excellent IT skills, together with a strong understanding of social media and its role 

in marketing  

7. Demonstrated commitment to ongoing professional learning.  

8. A current Working with Children Check 

 

Purpose of the role 

The Alumni Co-ordinator at Kyneton High School administers and delivers marketing, 

communications and events that build and support Kyneton High School’s ongoing 

relationship with its alumni. 

The Alumni Co-ordinator is a part-time position appointed by the Principal. The 

successful candidate reports directly to the Principal and will interact with a range of 

alumni, school staff and students, and the wider school community. 

Qualities required 

 Friendly, warm and energetic disposition, with a welcoming and helpful 

personality. 

 Ability to communicate with enthusiasm and warmth with all sectors of the 

school community, and to build strong positive relationships with key 

stakeholders  



  
 

 Ability to motivate others and act as a positive role model 

 Commitment to improving opportunities for students in public schools 

 Ability to maintain confidentiality and professionalism at all times 

 Ability to demonstrate initiative, imagination and flair 

 Willingness to learn, be open-minded and to adapt to new ideas 

 Outstanding interpersonal skills, the ability to work autonomously and as part 

of a team with a positive, flexible approach 

Skills required 

 Experience in an Alumni relations, event coordination, and/or a marketing 

and communications role or similar role in an education-related or 

community-building field 

 Outstanding interpersonal skills with the ability to adapt communication to a 

wide variety of stakeholders  

 Excellent written and verbal communication skills, ability to be comfortable 

with public speaking and making presentations to school staff and students 

 High level of attention to detail  

 Ability to work to tight deadlines, take initiative and organise workload 

independently; Ability to work autonomously and as part of a team 

 An understanding of the importance of privacy and discretion 

 Strong project management and organisational skills  

 Knowledge and experience of social media, including Facebook and 

LinkedIn; understanding the importance of professionalism in your online 

communications 

Duties and key responsibilities of the role: 

The key responsibilities include proactive alumni database maintenance, event 

planning and administration, communications and marketing support, including 

social media, in order to engage the school’s alumni community and build a 

supportive alumni network for the school and its students. You will be required to 

have a current Working With Children Check. 

 Building and engaging the school’s alumni community by phone, email and 

social media and by meeting alumni to involve them in the school’s alumni 

program. This will be done by implementing the Ourschool alumni 

development program and meeting its key performance indicators.  

 Proactively connecting with alumni to add them to the school’s alumni 

database; keep database updated 



  
 

 Event planning, identifying and engaging alumni volunteers in the event, 

and facilitation of panel discussions in alumni career pathways sessions 

 Working with the Pathways team to target particular alumni that will 

enhance the careers program 

 Regularly reporting on progress to the Principal or Assistant Principal and your 

Ourschool coach; producing outcome reports as required 

 Working with your Ourschool coach to make sure key performance 

indicators of the Ourschool program are met. 

The following attributes are desirable:  

 Degree qualified (tertiary degree) or relevant work experience 

 Experience in Alumni relations, event coordination, and/or marketing and 

communication role or similar role in an education-related or community-

building field  

 Experience of working with teachers, students in schools 

 Experience of project management 

Salary and conditions: 

Salary $64,000 - $78, 634 pro rata 

Salaries and conditions are set by the Education Support Class Salaries in Victorian 

Government Schools. This position is classified within the Education Support Class 

Employees classification and is a Level 1, Range 3.1 – Range 3.5, depending on 

experience and qualifications. 

The position reports to the Principal. The appointment is subject to annual review 

and cyclical appraisal processes. This is a part-time (FTE 0.4) fixed-term position. 

The school performs thorough assessments of potential employees, the screening 

process includes, but is not limited, to Criminal Records Checks and Working with 

Children Checks. 

 

Enquiries may be directed to: Cate Burton Tel. 0403843407 

Applications for the position close on: Sunday 11 July 2021 

Applications may be sent by email to: ana.rees@education.vic.gov.au 

 

 


