
Administrative Assistant, Alumni Programs 
OSU Alumni Association  1 

 
 

JOB DESCRIPTION 
 

JOB TITLE  Administrative Assistant, Alumni Programs 
 

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 
The administrative assistant supports the program team in carrying out the mission and 
strategic plan of the alumni association by providing assistance with programs and 
events, which include: regional volunteer programs, reunions, tailgaters, travel program, 
student engagement, career networking events and other special events and activities 
as needed.  
 
This position also coordinates the data necessary to plan, track, analyze and report on 
events and programs.  
 
Essential Duties and Responsibilities  
 
Event Planning 
Assist with planning of events including development of event calendars, logistics, 
obtaining speakers, securing venues, maintaining event timelines, and correspondence 
related to events. Assist in coordinating logistical arrangements for events including 
catering and transportation needs. 
 
Assist with coordination of online and telephone communications for event registration 
including developing spreadsheets tracking registrations, payments and sales. 
 
Provide customer service regarding events via telephone, email, and in-person. 
 
Assist with event set-up, hosting including greeting guests and distributing name tags 
and materials.  
 
Uses Advance (alumni database program) to obtain necessary information on event 
participants, pull lists for events, and request data to support program activities.   
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Administrative Responsibilities and Data Reporting 
Uses i-Modules (constituent engagement management system) and Advance (alumni 
database program) to obtain necessary information on event participants, pull lists for 
events, and produce event materials (registration lists, name tags, etc.)  
 
Code participant information for events in database and maintain records and files. 
 
Coordinate the data necessary to track and report performance related to strategic 
priorities. 
 
Provide detailed reports to be used by management to make operational and program 
decisions. 
 
Other Duties and Responsibilities   
Provide backup support for department phones and front desk as necessary. 
 
Assist with coordination of tasks of student office assistants. 
 
Perform other duties as assigned. 
 
Key Partnerships and Relationships 
Develop and actively sustain excellent working relationships with a variety of 
constituencies.  Provide information to and generally interact with university staff/faculty, 
campus partners, alumni, donors, volunteers and students. 
 
Minimum Qualifications and Experience 

 Associate or bachelor degree preferred.  

 Experience as an administrative assistant, program specialist, event planner or related 
experience using similar skills and abilities. 

 Proven skills in Microsoft Office Suite and web based applications and ability to develop 
and use complex spreadsheets to track and analyze data. 

 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 
association staff, volunteers, management, university staff and the general public. Must 
have the ability to establish and maintain effective working relationships.  Planning, 
prioritizing, and strong organizational skills are required in this position. Must have the 
ability to respond with flexibility to urgent, unexpected requests and provide exceptional 
customer service.  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 solve problems proactively.  
 
Must possess an enthusiasm for the mission and work of the association.  
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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 generally conducted in an office work environment, generally with no adverse 
conditions present and generally with minimal fluctuations in the temperature.  

 Incumbent is frequently sitting when performing event planning and administrative job 
functions. Regularly moves around the offices for meetings or at events for oversight 
responsibilities.   

 Job functions at events require frequent walking and occasional lifting and carrying up to 
20 lbs. to assist with event set up. Requires ability to lift and move tables, chairs and 
event equipment and perform other setup requirements for events. 

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

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

 Regular office work may require the ability 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  
Nonexempt  
 


