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JOB DESCRIPTION 
 

JOB TITLE  REGIONAL NETWORK DIRECTOR 
(Northwest & Southern California) 

REPORTS TO  Associate Executive Director of Programs 

DATE 
CREATED/REVISED 

May 2015 

 

Organization 
The OSU Alumni Association serves Oregon State University and its alumni by engaging alumni 
and friends in the life, promotion and advancement of the university.  

 

Primary Purpose 
This alumni professional will strategically develop, lead and manage selected Portland metro 
activities and volunteer networks, Seattle and Southern California area volunteer networks and 
alumni programs. The regional network director will work with volunteers to develop programs to 
engage alumni within high-priority areas of interest, lifecycle and philanthropic capacity. This 
position reports to the Associate Executive Director of Programs. 

 
The position is based in Portland at the OSU Portland Center. The regional network director will be 
an effective partner with the other professionals from various OSU departments and units also 
based in the Portland Center. The greater Portland, Southern California and Seattle areas are 
highly strategic and priority regions for the association and the university. 

 

Essential Duties and Responsibilities  
 
Volunteer Development 
Develop a robust volunteer network in Southern California, greater Portland and Seattle areas and 
grow alumni involvement with and support for the university. 
 
Identify, recruit, manage, and reward alumni volunteers of a high caliber to create, sustain and 
expand programs.   
 
Develop volunteer training materials, policies, and necessary collateral with the help of marketing 
and program staff. 
Expand and help maintain a dynamic list of active and potential alumni volunteers and participants. 

 



Regional Network Director (NW and S. Cal) 
OSU Alumni Association  2 

Relationship Development 
Enhance existing alumni programs in Portland metro, Seattle and Southern California markets and 
integrate into the volunteer structure. 
 
Work collaboratively with the OSUAA Board of Directors, OSUAA Alumni Advisory Council, OSU 
Foundation, University Relations and Marketing, Athletics, Enrollment Services, academic units 
and departments. 
 
Motivate and encourage alumni and friends of the university to provide support through volunteer 
efforts, advocacy, or material resources. 
 
Serve as the alumni liaison for affinity-based interests (i.e. living group, student involvement 
experiences, etc.) as assigned. 
 
Schedule, conduct, and record individual volunteer cultivation visits. 
 
Serve as the association’s primary contact with alumni in assigned region.  

 
Administrative Responsibilities and Program Development 
Manage regional program budgets and reporting. 
 
Actively and routinely support the maintenance and update of alumni records and core mailing 
lists. 
 
Identify alumni market segments within the assigned regions and with key volunteers, develop 
association programs to match interests and needs based on lifecycles, lifelong 
learning/networking and philanthropic priorities. 
 
Assist with securing sponsorships and partners for events as appropriate. 
 
Manage timing, details and programs for events. 
 
Coordinate and book venue/event space as appropriate. 
 
Work with other alumni staff to coordinate events and programs in other regions as needed. 
 

Other Duties and Responsibilities   
Perform other duties as assigned. 
 

Key Partnerships and Relationships 
Develop and actively sustain excellent working relationships with partners in the following 
organizations:  OSUAA Board of Directors, OSU Foundation, Athletics, Enrollment Management, 
academic units and departments, other appropriate colleagues. 
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Minimum Qualifications and Experience 
 Bachelor’s degree. Master’s Degree preferred. 

 3-5 years progressively responsible experience working in alumni relations, advancement, higher 
education, or non-profit environment. 

 Proven volunteer management experience and utilization of best practices required. 

 Experience publicizing, marketing, and executing successful events and activities required. 

 Experience using social media tools and applying best practices. 

 Must have strong computer skills, including proficiency in Microsoft Outlook, Word, Excel, and 
PowerPoint. 

 Must possess a valid driver’s license. 

 
Competencies 
To perform the job successfully, an individual should demonstrate the following competencies: 
 
Must be able to communicate well both verbally and in writing with all levels of staff, volunteers, 
management, and the general public. Must have the ability to establish and maintain effective 
working relationships, which includes but is not limited to: ability to attract, motivate and manage 
volunteers; ability to lead groups; ability to interact with diverse groups and populations.  Strategic 
planning skills and the ability to program effectively within budgetary guidelines required. Must be 
able to work independently with limited supervision.  Must be able to work in a team environment 
and produce results in conjunction with fellow team members. Must possess the ability to exercise 
good independent judgment and maintain confidentiality.  Understanding of fundraising concepts 
and the role of membership in relation to alumni activities and possess the ability to cultivate 
relationships around these activities.  
 
Must possess an enthusiasm for the mission and work of the association.  
 

Physical/Mental Demands and Work Environment 
 Must be able to speak clearly and convey detailed information and instructions accurately. 

 Must be able to hear average or normal conversations and receive ordinary information. 

 Must have average, ordinary visual acuity necessary to prepare or inspect documents and perform 
work on a computer screen. 

 This job is conducted in an office work environment, generally with no adverse conditions present 
and generally with minimal fluctuations in the temperature.  

 Incumbent is sitting most of the time. Regularly moves around the offices for meetings or at events 
for oversight responsibilities.   

 Evening and weekend work is frequently required. May require extended hours periodically.  

 Frequent travel to alumni events is required. Travel may be either by personal car, or bus, train or 
air depending on the location of the event.  

 Must be able to exert up to 10 lbs. of force occasionally to lift files, push/pull filing cabinet drawers, 
carry supplies, and other similar office tasks. 

 

Attendance 
Compliance with general company standards is required. 

 

Safety  
Compliance with general company standards is required. 

 

FLSA Status  
Exempt 
 


