
Buckingham Browne & Nichols School 
Job Description 

 

Position open:    Assistant Director of Alumni/ae Programs    
Campus and Department:   External Affairs 
Reporting to:     Full Time 
Starting date:     May 2016 
 

Job Summary: 

As a key member of the Office of External Affairs team, the Assistant Director of Alumni/ae Programs is 
responsible for implementing and executing a comprehensive young alumni/ae engagement strategy, with 
an emphasis on increasing alumni/ae engagement and increasing alumni/ae annual fund participation.  
Reporting to the Director of Alumni/ae Programs, responsibilities for this role include planning and 
overseeing alumni/ae events, including young alumni/ae gatherings and alumni/ae regional events, as well 
as volunteer recruitment, management, and support.  The Assistant Director also oversees Alumni/ae 
Programs marketing and graphic design.    

In addition, the Assistant Director is responsible for social media outreach to BB&N alumni/ae and 
friends. This person will help to set social media strategy and augment our social media presence, with 
particular focus on enhancing LinkedIn participation.  They will manage the BB&N alumni/ae mobile 
app, collaborating with the app designer EverTrue.  The Assistant Director will be responsible for 
collecting, writing, and posting relevant School updates on social media platforms, including Facebook, 
LinkedIn, Twitter, and Instagram, as well as the mobile app. 

This position requires participation in some weekend and evening meetings and events. 

Context: 

BB&N, a coeducational day school in Cambridge, MA, was established in 1974 by the merger of two 
independent schools, the Buckingham School and the Browne & Nichols School, founded respectively in 
1889 and 1883.  Located on three separate campuses, we work as one School in pursuit of excellence.  
We celebrate the diversity of our community, which enriches our daily experience.  At BB&N, we foster 
intellectual curiosity, critical thinking, and a deep concern and respect for others. 

Skills: 

Candidate should have a college degree.  The candidate must have strong leadership and event 
management skills, and extensive experience in social media.  In addition, s/he must be interested and 
available to connect with alumni/ae and friends by phone, email, visits, and event attendance.  This role 
requires the ability to be a team player working collaboratively to reach goals in a fast-pace environment 
while paying close attention to details.  Strong writing skills are essential. 

Specific duties will include: 

• In collaboration with the Director of Alumni/ae Programs, establish goals, strategies, and 
timetables for alumni/ae programming.   

• Oversee social media postings throughout the year.  Create timely, interesting, and fun updates to 
share with the BB&N alumni/ae community.  

• Plan and manage young alumni/ae events, and other events as needed. 



• Together with the Alumni/ae Programs team, implement and execute strategies for increasing 
engagement of college-age alumni/ae.  

• Oversee Alumni/ae Programs marketing, including event invitation design, email blasts, and other 
materials as needed.  

• Provide ongoing volunteer support as appropriate.  
• Work with appropriate staff to produce various publications (print and electronic), including the 

Bulletin, website, and others. 
• Participate in and assist with planning of other events as needed such as Homecoming, Head of 

the Charles, Reunion/Strawberry Night, Grandfriends’ Day, Golf Tournament, and others.  
 

To apply:  https://home.eease.adp.com/recruit/?id=15218891 

Buckingham Browne & Nichols School does not discriminate on the basis of race, color, religion, creed, 
age, gender, national origin or ancestry, veteran’s status, sexual orientation, or any non-job related 
physical or mental disability. 


