
FIRST Alumni Relations Coordinator  
 
Description: VirginiaFIRST robotics, a registered 501(c)(3) non-profit in Richmond, is 
seeking a part-time Alumni Relations Coordinator. Part-time is defined as an average of 
20 hours a week. The Alumni Relations Coordinator reports directly to the Director of 
Development. This position offers a flexible schedule with some travel and weekends 
required.  
 
Qualifications: Candidates should possess strong organizational skills, experience 
working with committees, proven ability to meet deadlines, and excellent communication 
skills. Working knowledge of Microsoft Office Suite required. College degree preferred. 
 
The ideal candidate should be team player and self-starter who is willing to work from 
home. A minimum of 5 years non-profit programming experience or work within higher 
learning institutions required. This position requires flexibility and the ability to work with 
a number of different constituencies including educators, universities, college students, 
and young professionals. Familiarity with FIRST programs desired but not required. 
 
Purpose: to energize the VirginiaFIRST Alumni Program for the purpose of tracking 
alumni success (college/career), recruiting volunteers and mentors, and cultivating 
donors either through individual donations or corporate contacts.  
 
Goals:  
1.Engage alumni in realistic and achievable goals including outreach in their 
communities, volunteer activities, alumni program growth, and advocacy. 
2. Increase alumni contacts from 600 to 1,000 current emails by January 2016.   
3. Identify and document successful alumni for grants/development purposes. Success 
can be determined as exciting work in college or in the workforce, pursuit of a high 
profile STEM-based career, examples of exceptional volunteer/philanthropic work 
including FIRST-based programs, etc. 
4. Create working sustainable alumni committees with achievable action items in cities 
with Engineering schools, including Blacksburg, Charlottesville, Richmond and Fairfax.  
5. Increase alumni numbers by 20% in VirginiaFIRST volunteer database.  
6. Work with alumni to establish a reachable alumni giving goal for FY16. 
7. Alert VirginiaFIRST Alumni of benefits of FIRST Alumni program, including 
scholarships, Internship/Job portal, and Linked-In Network for Alumni. 
 
VirginiaFIRST Alumni Include: 
 

1.FIRST Alumni at Virginia universities/higher education campuses  

2.FIRST Alumni enrolled in apprentice programs or workforce development training 

3.FIRST Alumni employed in Virginia businesses or government agencies in Virginia 

4.FIRST Seniors as they are deciding what their next steps will be  
5.Parents or grandparents of FIRST Alumni 
6.Former mentors or other VirginiaFIRST volunteers 
 



Alumni Coordinator Duties:  

 Work with leadership of VirginiaFIRST to create a long term strategic plan for 
growth of FIRST Alumni in the Commonwealth  

 Research and contact FIRST Alumni by email, LinkedIn, Google, Universities, 
high school teachers, and FIRST HQ.  

 Create short and informative monthly update for all Alumni through Constant 
Contact 

 Cultivate regional Alumni chapters and communicate with them regularly. These 
chapters will help with Alumni recruitment, planning of local Alumni events, 
recruitment of volunteers and mentors in their communities, and act as 
advocates in their communities. 

 Respond to all emails within 24 business hours. All phone calls within 12 
business hours.  

 Collaborate with local alumni committees and universities in the following 
locations to plan Alumni events for Fall 2015 – Blacksburg, Charlottesville, 
Richmond and Fairfax.  Travel will be required for the planning and execution of 
these events. 

 Maintain Alumni database. Work with VirginiaFIRST and FIRST staff to create 
tracking and alumni analytics. 

 Identify individual alumni for cultivation/testimonials to be used for 
fundraising/promotional purposes. 

 Provide Social Media Coordinator with updates for Alumni web page, including 
profiles, volunteer opportunities, local alumni events, and job postings.  

 Act as Alumni Liaison at FIRST events as needed, including the FRC Kick-Off 
(traditionally the first Saturday in January), FRC Virginia Regional (traditionally 3 
days in March) and FTC State Championship (traditionally one day late 
February/early March).  

 All other duties as assigned 

 

To Apply:  Please apply electronically to sellis@virginiafirst.org with the subject line: 
VirginiaFIRST Alumni Relations Search Committee. No phone calls or email inquiries. 
This position will remain open until filled. Applications should include: 

 

1. cover letter with salary requirements 

2. resume 

3. references 

 

For More Information: To learn more about VirginiaFIRST and its programs, visit our 
web site at www.virginiafirst.org 

mailto:sellis@virginiafirst.org

