
Camperdown College 

Position title: Alumni and Marketing Officer (0.4 = 15.2 hrs / week) 

Advertising period: ROL 23/5/19 closing 10/6/19 

 

Remuneration: 

Ed Support Level 1 Range 3, starting salary of $63,937 (pro rata) incrementing 
annually subject to successful performance and development review.  
 
This will be advertised as a fixed term position for two and a half years 
commencing 15/7/19 (Term three). 
 
Key selection criteria 

1. A degree in marketing, public relations, communications or similar, or 
relevant work experience; 

2. Ability to garner support, motivate and activate others in order to further 

enhance opportunities for students in public schools;  

3. Excellent interpersonal and communication skills, both written and verbal, 

and ability to build strong, positive relationships with key stakeholders;  

4. Ability to work to tight deadlines, take initiative and organise workload; 

5. Developed social media and IT skills, including desktop publishing, video 
editing and e-newsletters, with an interest in learning new software as 
required. 

 
Other information:  
Camperdown College is committed to developing the school’s community and as 
such, is looking to employ a Marketing and Alumni officer on a part-time basis to 
work closely with the school’s Principal commencing term 3, 2019.  
 

In addition to the key selection criteria the following attributes are desirable:  

 Experience working in schools; 

 Friendly and warm disposition, with a welcoming and helpful personality; 

 Ability to maintain confidentiality and professionalism at all times; 

 Ability to demonstrate initiative, imagination and flair; 

 Willingness to learn, be open minded and to adapt to new ideas; 



 Ability to work as part of a team with a positive, flexible approach. 

Key responsibilities: 

 Alumni recruitment and engagement, relationship-building and management 
both online and in-person (email, phone calls, Facebook, LinkedIn).  

 Maintenance and updating of alumni database, keeping records of contact 
history and alumni activities up to date, and noting potential support to the 
school. 

 Assistance in the organization and facilitation of alumni classroom sessions, 
school reunions, career workshops and work experience placements. 

 Liaison with the principal in the development and implementation of a 
marketing plan. 

 Exploration of opportunities for community involvement and use of school 
facilities. 

 Strategic and practical support in the promotion of the Corangamite Trade 
Training Cluster. 

 Ongoing promotion of the school’s activities and achievements through 
regular posting of news and upcoming events on social media, the school 
newsletter, school website and local/metropolitan news media where 
appropriate. 

 Provision of editorial support for the annual school magazine, Baltarta, the 
fortnightly newsletter, school website and other publications as required. 

 Regular reporting of progress to the Principal and producing outcome reports 

as required. 

 

 

 


