
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Alumnae Engagement Team – Data Manager (x1) 

Position Category  Resource 
Dept: Lifetime Engagement 
Staff Counterpart: Director of Lifetime 
Engagement 
Volunteer Counterpart: Alumnae Engagement 
Coordinator 

Summary of the 
position  

The Data Manager on the Alumnae Engagement 
Team offers advisory and execution support to 
project plans with regards to collecting and 
analyzing alumnae membership data such as 
alumnae dues payment and alumnae chapter 
membership trends.  

Primary Duties 1. Determine data needed to be collected and 
the appropriate data resources for specific 
projects 

2. Formulates, implements, and enforces 
proper data collection policies and 
procedures 

3. Establishes data quality standards and 
ensures quality data collection techniques 
are established.  

4. Creates high level annual, quarterly and 
monthly goals, outcomes and benchmarks for 
Alumnae Services.   

Secondary Duties 1. All National volunteers are required to 
complete position training at the discretion 
of their staff counterpart.  



 

2. Take advantage of opportunities the National 
Organization provides to educate and update 
volunteers on strategic initiatives and new 
procedures. 

3. Respond to communication within 48 hours.    
Expectations  Uphold Volunteer Expectations as outlined 

by the National Organization.   
 Express a three year commitment. 
 Commit 3-5 hours each week to the 

position, with a month call with the 
Alumnae Engagement Coordinator. 

 This position will serve virtually with the 
possibility to travel based on volunteer 
availability. 

Qualifications and 
Skills 

QUALIFICATIONS 

 Preferred professional experience with 
iMIS database and Crystal reporting (if 
none, training in these areas will be 
required).  

 Experience in Data Reporting and 
analytics. 

 Experience in principles and practices of 
data management 

 Familiar with data collection, utilization, 
and validation 

SKILLS 

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



 

 Motivated self-starter who is able to work 
with minimal supervision and as part of a 
team. 

 Exceptional communication and 
organizational skills 

 Ability to manage multiple projects in a 
fast-paced, deadline-driven environment 

StrengthQuest 
strengths 

 

 


