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JOB DESCRIPTION

	Job Title
	Alumni Data and Communications Officer 

	Service
	External Relations 

	Grade 
	D

	Location
	Docklands Campus 

	Reporting to 
	Head of Alumni and Fundraising

	Dotted line responsibilities
	None

	Line management for 
	None

	Key working relationships: Internal 
	Other staff within External Relations, schools & services

	Key working relationships: External 
	External suppliers & stakeholders and alumni

	Contract type/ Hours 
	Permanent / Full time 


 
Build your career, follow your passion, be inspired by our environment of success 



THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 5 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.


BRIEF OVERVIEW OF EXTERNAL RELATIONS DIRECTORATE

We have built an external relations directorate that has brought together an integrated Communications & Engagement and Student Recruitment & Marketing service. The directorate is made up of several teams including Communications & Engagement, Marketing, Recruitment and Conversion, Outreach and Access, Design and Digital, Events and Alumni and the International Office.

The post-holder will work on several projects related to data and communications for our alumni community. This will include keeping accurate and up to date records of our graduates as well, as being responsible for data cleansing of records for the Graduate Outcomes Survey. This post will also work closely with our events team in the lead up to graduations as a main support for enquires and visa letter production.


JOB PURPOSE
This role is responsible for managing and enhancing the University of East London’s alumni data and communications activity, particularly linked to the Graduate Outcome Survey. 

Within this role, the postholder ensures the accuracy and compliance of the alumni CRM, supports statutory surveys, and delivers segmented, brand-aligned communications across digital channels that is tailored to a global network of alumni.  

This role will also play a large part in our Alumni input to graduation ceremonies ensuring smooth transitions from students to graduate. 

With a focus on data-driven insights, GDPR compliance, and continuous improvement, the role underpins UEL’s alumni strategy by enabling meaningful connections, fostering lifelong engagement, and supporting wider institutional objectives including advocacy and give back.

Alongside this they contribute to flagship outputs such as the annual alumni magazine, collaborate across departments to strengthen alumni relationships, and provide operational support during key engagements such as graduation and the Alumni Big Weekend. 



KEY DUTIES AND RESPONSIBILITIES

Alumni Data Management

· Maintain and continuously improve the alumni database (CRM), ensuring accuracy, completeness, and compliance with GDPR and UEL policies.
· Monitor and update alumni records using multiple data sources (e.g., graduation lists, event registrations, surveys, and career outcomes). Working closely with the Fundraising and Alumni Assistant to ensure timely routine updates to both alumni and fundraising data. 
· Prepare and supply accurate alumni contact data to support the statutory Graduate Outcomes Survey, ensuring deadlines are met and processes are fully compliant.
· Maintain strong governance over alumni data, ensuring ethical, transparent, and secure usage.

Communications & Engagement

· Plan, draft, and deliver engaging alumni communications across email, newsletters, social media, and digital platforms.
· Create, test, and build emails and audience segments within the CRM system for approval by the Head of Alumni and Fundraising. 
· Contribute to the production of the annual alumni magazine, including gathering content, sourcing alumni stories, proofreading, and coordinating with colleagues and external suppliers.
· Collaborate with colleagues across External Relations and academic schools to ensure consistent, brand-aligned alumni messaging.
· Monitor and evaluate the effectiveness of alumni communications, adjusting approaches based on engagement analytics and feedback.

Graduation Support

· Be the lead member of the Alumni team to provide operational support during peak graduation periods, including monitoring and responding to queries via the graduation inbox as well as producing Visa letters, and working with other team members to ensure they support when needed. 
· Assist with alumni-related communications and processes linked to graduation ceremonies, ensuring graduates have a positive experience and smooth transition into the alumni community.

Collaboration & Strategy

· Provide insight and recommendations on alumni communication preferences and trends to inform wider engagement plans.
· Support cross-institutional projects by providing alumni data and communications expertise where relevant.

Operational Support

· Manage mailing lists, audience segmentation, and scheduling for alumni e-communications.
· Support at priority alumni events.
· Contribute to the development of processes and systems that improve alumni data management and communication delivery.
· Ensure all activities comply with UEL policies, including Equality & Diversity, Health & Safety, and GDPR.
· Provide support for priority projects within the Alumni Engagement team and the wider External Relations Directorate as required.




The duties and responsibilities outlined above provide a general overview of the range of tasks that this role at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed. 

The job description may also be updated to reflect changes in circumstances, and employees will be consulted if any amendments are required.

All employees must adhere to all UEL policies and regulations, demonstrating a commitment to equal opportunities within a diverse and multicultural environment. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.




PERSON SPECIFICATION

The University's Core  Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.

 
	Category

	Essential Criteria
	Desirable Criteria

	Education & Qualifications

	· A degree or equivalent relevant professional experience





	

	Experience & Knowledge

	· Knowledge of data protection regulations, GDPR, and ethical use of personal data.

· Working knowledge of a CRM database including data insights and segmentation
 
· Experience of creating and implementing an engaging content calendar across different platforms.

· Proven experience in planning, creating, and delivering email communications and campaigns.


	· Experience using insight to drive greater engagement through the CRM and other channels 

	Skills & Abilities

	· Excellent organisational skills including the ability to time manage and work under pressure, deal with ambiguity and changing circumstances and delivering quick and effective solutions 

· Experience of using initiative and creativity to resolve problems, identifying practical and suitable solutions 

· Experience of working in and supporting a team 
· The ability to prioritise and meet often tight and demanding deadlines 

	

	Other Competencies

	· Driven to learn, acquire new skills and keep ahead of alumni trends (I)
· Proactive attitude (A/I)
· Committed to equality and diversity in a diverse and multicultural environment (I)
· Attendance at alumni engagements requiring a willingness to work some long days, evenings and weekends (with agreed time off in lieu) (I)
· 
	







Further Information: 

UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to accept our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.
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