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Alumni Relations Coordinator 
Fixed-Term Contract (up to 10 months) Maternity Cover 

Part-Time (3 days a week) 
 
 

THE SCHOOL 
 
Whitgift is an exciting place to work, a stimulating environment for students and colleagues alike.  Whitgift 
is a school built around aspiration, excellent standards across the board and diversity. High expectations are 
the essence of Whitgift’s values.  
 
With a new strategic plan and site masterplan being finalised, Whitgift is poised for the next stage of 
development. There are many exciting initiatives and projects under way to enable the School to go from 
strength to strength. We are keen to enhance our reputation as one of Britain’s finest independent day and 
boarding schools, and to build upon our exceptional reputation for academic excellence, co-curricular success 
and all-round achievement. 
 
We are confident that Whitgift will provide a truly unique and inspirational learning environment, and 
thereby, a most rewarding place to work. 
 
THE DEPARTMENT 
 
Whitgift recognises that good, long term and fulfilling relations with all its alumni is an essential part of what 
we set out to achieve as a school. We want to maintain and develop these relations so that pupils who leave 
Whitgift always feel part of our community and continue to benefit from the outstanding education they 
received during their time at the School; these benefits include ongoing support, a network of other alumni 
who can help in future life and continuing connection to the School and its current pupils.  It is also essential 
we have these relationships in order to continue the work of fundraising which can help the School continue 
to offer such generous bursaries and allow the education to be accessible to more pupils.  
 
The overall aims of the School in relation to its alumni are: 
 

1. To encourage communication between former and current Whitgiftians and to maintain their 
interest in the School, the Whitgift Foundation and the work of the Founder John Whitgift.  

2. To organise functions, reunions, events and gatherings for Old Whitgiftians both in the UK and 
overseas.  

3. To aid and encourage the activities of Old Whitgiftian affiliated clubs and societies.  
4. To maintain a register of current and former pupils of Whitgift School.  
5. To promote the interests of former and current Whitgiftians and of the School.  
6. To provide mentoring for current pupils to assist in their career prospects and development within 

their chosen fields. 
7. To enhance the current provision of pupils and ensure the continuing success of the School by way 

of fundraising for bursaries or other areas of school life. 
 
Whitgift School is currently seeking candidates for the new post of Alumni Relations Coordinator.  The post 
holder will be part of the Whitgift Alumni Committee. 
 
 
 
 



 
 

ggddgfgfjgfjgj 
        Whitgift School, Haling Park, South Croydon, London CR2 6YT                    www.whitgift.co.uk 

 

 
 
OUTLINE OF THE POST 
 
The Alumni Relations Coordinator will be responsible for overseeing the operations of the School in relation 
to its alumni.  In particular, they will be expected to increase the opportunities for alumni to engage with the 
School and maintain an up-to-date database of all the School’s alumni. 
 
SUPERVISION AND LINE MANAGEMENT 
 
The Alumni Relations Coordinator will report to the Director of Development.   
 
MAIN DUTIES AND RESPONSIBILITIES 
 
Duties and responsibilities include but are not limited to the following: 
 

1. Implementing the aims of the School in relation to its alumni (objectives, strategic planning, 
performance standards) 

2. Work closely with the Whitgiftian Association as the school takes on formal responsibility for all 
alumni relations activity.  

3. Updating and maintaining the alumni database (currently held on Raiser’s Edge). 
4. Management of the school’s dedicated alumni platform Whitgift Connect.  
5. Working closely with the Marketing Team to decide how best to communicate with our alumni, 

including arranging a regular newsletter / online communication. 
6. Organising, promoting and operating a full programme of alumni events, trips, reunions etc. 
7. Increase the opportunities of alumni for networking and benefitting from the ongoing relationship 

with their school. 
8. Liaising and supporting Alumni Affiliated Clubs and Societies, including the Sports Club. 
9. Maintaining and developing the part of the School’s website arranged for the alumni. 
10. Arranging, attending and minuting alumni committee meetings. 

 
PERSONAL RESPONSIBILITIES 
 
To carry out the duties and responsibilities of the post, in accordance with the School’s Health and Safety 
Policy and relevant Health and Safety Legislation. 
 
The Whitgift Foundation is committed to safeguarding and promoting the welfare of young and elderly 
people in their care and expects all staff and volunteers to share this commitment. 
 
PERFORMANCE STANDARDS 
 
To ensure that all services within the areas of responsibility are provided in accordance with the School’s 
commitment to high quality service provision. 
 
This job description will be reviewed annually and may be subject to amendment or modification at any time 
after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but 
sets out the main expectations of the School in relation to the post holder’s professional responsibilities and 
duties. 
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PERSON SPECIFICATION: 
 
 
Qualifications, knowledge and experience: 
 

• Degree level qualification would be an advantage 

• Educated to ‘A’ Level (or equivalent) 

• Computer literate and have knowledge of current IT systems including database management 
and website maintenance 

• Familiarity with sales/marketing/media relations techniques and experience of event 
management and membership-based organizations would be an advantage 

 
Skills and disposition: 
 

• High level of professionalism, discretion and confidentiality  

• Excellent inter-personal relationship skills (customer service)  

• Self-motivated and able to work under pressure to meet deadlines 

• Strong communication and interpersonal skills, both verbal and written 

• Excellent time management and organisation skills 

• Microsoft Office with advanced Word and Excel skills 

Personal qualities: 

 

• Ability to work autonomously, proactively and as part of a busy team 

• Excellent drive and determination 

• Confident and resilient  

• Proactive and positive ‘can do’ attitude 

• Have a desire to achieve the highest standards 
 
FURTHER INFORMATION 

All of our staff benefit from a competitive remuneration package, including: 
 

• 25 days’ holiday (pro rata for part-time positions) to be taken out of term time 

•  Membership of a generous money purchase pension scheme for all support staff which includes 3 x 
salary life assurance cover 

• Free access to an Employee discount Club, which offers discounted rates on a range of products and 
services, including insurance, holidays and travel, fashion and retail 

• Discounted school fees for permanent staff working at, or for, the Foundation Schools 

• Membership of the Simply Health Cash Plan Scheme, which gives financial support towards the cost 
of optical, dental and medical costs as well as a free 24 hour advice line for all staff 

• A range of family-friendly benefits including enhanced maternity pay and childcare vouchers 

• Season ticket loan 

• Onsite parking 

• Lunch is available onsite during term time 
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CONDITIONS OF SERVICE 
 

This position is offered as a fixed-term, full-year, part-time contract. 
 
The Alumni Relations Coordinator will work 3 full days per week (this can be spread out across the week – 
Monday to Friday).  The hours are (24 hours per week) with a one-hour unpaid lunch break. There will be an 
occasional requirement for flexibility with start and finishing times to meet the needs of the department.  
Some flexibility work evenings and weekends to run events will be needed. Depending upon the skills and 
experience of the candidate flexible working hours may be considered.   Any changes will be mutually agreed 
in advance with your line manager. 
 
The salary range for this post will be Point 23-27 on the Whitgift Foundation Support Staff Pay Scale, dependant 
on qualifications and relevant experience.  The full-time salary is £28,990.00 – £32,546.00 per annum.  
 
We welcome applications from all parts of our community as we aspire to attract staff that matches the social 
and cultural diversity of our student intake. 
 
For any queries, please telephone 020 8688 9222 or e-mail the Human Resources Department at 
SchoolHR@whitgift.co.uk.   
 
Applications will be reviewed daily and we invite interested candidates to apply as soon as possible.  
 
 

As a result of the Asylum and Immigration Act 1996, employers now have to verify that new recruits who are not 
British Nationals are eligible to work in this country.  Therefore, any applicant who is offered an interview will be 
asked to provide official documentation to verify their ID, address and right to work in the UK.  It is also normal 
practice for the School to ask for original qualifications and professional membership documents as detailed on 
their application. 
 
 

Whitgift School is committed to safeguarding and promoting the welfare of young people, and applicants 
must be willing to undergo safeguarding and child protection screening including checks with past 
employers and the Disclosure & Barring Service. 
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