
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Alumnae Relations Advisor 

Position Category  Chapter Advisory Board (CAB) 
Dept: Chapter Services 
Staff Counterpart:  Assn’t Director of Chapter 
Services –OR– New Chapters and Colonies 

Summary of the 
position  

Advisory board members provide quality support 
to our collegiate chapters in order for them to 
operate successfully and provide a satisfactory 
collegiate experience.  This position oversees the 
work of the Alumnae Relations Chairman who is 
responsible for engaging local and chapter 
alumnae through updates, invitation to chapter 
events, and support through volunteering.  The 
Alumnae Relations Chairman is also responsible 
for educating the chapter on alumnae life. 

Primary Duties 1. Ensure the Alumnae Relations Chairman 
completes her duties as outlined in the 
Chairmen Manual.  This can include:  
 Planning of Circle Degree, Founder’s Day, 

and chapter Anniversaries or alumnae 
celebrations 

 Publishing an alumnae newsletter 
 Program on alumnae life each semester 

to the collegiate chapter 
 Soliciting for and following up with 

alumnae recommendations for 
membership 



 

2. Maintain an updated list of local and chapter 
alumnae.  

3. Serve as the liaison between any local 
alumnae chapter(s) and the collegiate 
chapter.  

4. Assist with recruitment of Chapter Advisory 
Board members.    

Secondary Duties 1. All advisors are required to complete the 
Advisor Training Program within 90 days of 
appointment and stay current with 
additional information issued by the National 
Organization. 

2. Strive to attend:  
a. Chapter Advisory Board meetings in 

order to collaborate and follow up; 
b. One chapter meeting and one officer 

meeting a month;  
c. Ritual ceremonies.  

3. Be knowledgeable about where resources 
are on the Members Only section of the 
National Website, Sigma Connect, and how 
the chapter leadership can use them. 

4. Act as liaison between National Organization 
and the chapter – information and requests 
you receive should be shared with collegians 
and appropriate action taken.  

5. Respond to chapter communication within 
48 hours, even if to share you are 
unavailable.   



 

Expectations  Uphold Volunteer Expectations as outlined 
by the National Organization.   

 Express long-term commitment to the 
success of the collegiate chapter.  
Commitment includes forging through the 
challenging conversations and celebrating in 
the successes.   

 Build a healthy and coaching relationship 
with Alumnae Relations Chairman through 
daily and weekly communication.  
Communication may be in the form of 
phone, email, text messages, Facebook, etc.   

 Commit 1-3 hours each week to the 
position.  Highest times of involvement are 
the start and end of the semester/quarter 
for newsletters and Circle Degree.   
Availability during weekends and evenings 
is also critical to relationship building with 
collegian.  

 This position may be remote depending on 
skills and comfort level of the individual 
advising.  One must be able to attend vital 
chapter events, such as alumnae events, and 
be available to teleconference and commit 
to daily communication to establish and 
maintain a working relationship with 
advisors and the chapter leadership.   

Qualifications and 
Skills 

QUALIFICATIONS 

 Membership to Sigma Sigma Sigma 



 

Sorority  
 Preferred member of an alumnae chapter 

or current volunteer in another area of 
Tri Sigma 

 Preferred background in alumni relations 
or relationship building.  

SKILLS 

 Comfort and ease with Microsoft Office, 
Internet, Google Documents and 
teleconferencing preferred.  

 Able to work with minimal supervision 
and as part of a team. 

 Excellent verbal and written 
communication, problem-solving, and 
organizational skills 

StrengthQuest 
strengths 

Achiever, Arranger, Communication, 
Connectedness, Context, Developer, Futuristic, 
Harmony, Includer, Positivity, Relator, Strategic, 
Wining Others Over (WOO) 

 


