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Vice President for Alumni & College Relations 
JOB DESCRIPTION 

 
Position:  Vice President for Alumni & College Relations 
Status:  Administrative/Full-Time 
Area:   Alumni and College Relations 
Supervisor:  President 
 
Job Summary: 

The Vice President for Alumni & College Relations is a senior officer at Berea and reports 
directly to the President.  S/he shall provide leadership for Alumni Relations, Development, 
and Integrated Marketing & Communications and serve on the President’s administrative 
team. S/he is responsible for seeking funds for current programs, capital improvements and 
endowment, disseminating information about the College, and expanding the circle of alumni 
and friends who are concerned with the welfare and development of the College. 
 
As a member of the Administrative Committee, the Vice President participates in the 
development, implementation, administration and assessment of all college policies and this 
person has direct and primary responsibility for those policies that relate to the duties 
delegated by the College By-Laws to this position. 
 

Duties and Responsibilities: 

 Advance Berea’s Great Commitments (http://www.berea.edu/about/mission/) and related 
long-term and short-term goals in concert with the College President and senior 
administrative colleagues. 

 Work closely with the President in all phases of his advancement activities. 

 Serve as a member of the College’s Administrative team and as an officer of the College. 

 Provide staff support for the Development Committee of the Board of Trustees, foster 
Trustee engagement and coordinate Trustee cultivation in partnership with the President. 

 Lead the planning and implementation processes for Alumni Relations, Development, and 
Communications in accord with the College’s overall strategic planning goals and 
initiatives. 

  

http://www.berea.edu/about/mission/


 Provide leadership for the College’s fundraising activities 

o Maintain records of donors and prospective donors 

o Work with the Administrative Committee in setting the College’s Annual Fund goal 
each year and take responsibility for meeting it 

o Plan and execute capital campaigns for specific projects (the College does not 
anticipate a major, general capital campaign at this point, but should that change, 
the VP would play an integral role) 

o Support a vigorous donor acquisition program 

o Support the cultivation of gift annuities 

o Build the pool of bequests committed to the College 

 Promote an “integrated and continuous learning environment” at Berea College through 
collaboration with all other Vice Presidents in teamwork development. 

 Provide leadership in developing assessment strategies and performance indicators for 
major programmatic areas within the Division. 

 Develop, update and oversee staff metrics. 

 Provide leadership in identifying and responding to philanthropic trends that impact the 
College’s fundraising programs. 

 Oversee the creation and implementation of effective internal and external messaging and 
methods for College and advancement communications. 

 Develop operating budgets for each of the departments over which he or she has 
responsibility, within guidelines established by the Campus planning processes and the 
Budget Committee. 

 Oversee a department of approximately 45 individuals using an empathetic, accountable, 
empowering and inspiring leadership style.  Inspire team performance by example and 
through mentorship and coaching. 

 Provide collaborative management oversight, along with the President and General 
Counsel, for the Historic Boone Tavern Hotel & Restaurant of Berea College, a significant 
gateway to visitors and potential donors of the College. 

 Embody and energetically promote values of caring, compassion, justice, integrity, 
inclusion, diversity, fairness, dignity and respect with all Berea constituencies. 

 Assist the President in other projects as they may be assigned, and assist the College in the 
attainment of goals and the enhancement of a positive, respectful learning environment. 

 Extensive travel is required in the region, nationally, and (occasionally) internationally. 
 
Knowledge, Skills, and Abilities: 

The successful candidate will demonstrate an understanding of and commitment to the unique 
mission, vision and values of Berea College.  The successful candidate should display a deep 
passion for Berea College and strong ability to convey its mission and identity.  Exemplary 
interpersonal skills are essential, as is the ability to affect favorably donors, alumni, faculty, 
staff, students, and community members.  Strong organizational, supervisory, team building, 
and leadership capabilities are essential.  Expertise and experience in alumni and college 
relations, marketing/communications/public relations, and fundraising in the non-profit arena 
are advantageous.   



 

Education and Experience: 

A bachelor’s degree is required and advanced degree is preferred.  A track record of successful 
management of teams of professionals required.  Candidates with experience and expertise in 
the areas that comprise this division will receive prioritized attention: annual, major and 
planned giving fundraising; alumni affairs, and communications.  Experience in integrating the 
work of these units will also be viewed favorably. 
 

 
Inquiries, nominations and applications may be directed in confidence to:  Robert Driver, 
c/o Gonser Gerber LLP, 1776 Legacy Circle Drive, Suite 100, Naperville, IL 60563: 
rdriver@gonsergerber.com.  To apply, please submit a cover letter, resume, and five 
professional references.  References will not be contacted until later in the search process. 
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