
 
 

Assistant Director, Office of Development and Alumni Relations 
Job Description 

 
Summary: 
New England Law | Boston has been a mainstay within Boston for over 100 years. Located in the heart of 
historic downtown, New England Law offers the opportunity to become an integral part of a special community 
of students, scholars, and dedicated people from diverse backgrounds. 
 
Under the direction of the Director of Development and Alumni Relations (DAR), the Assistant Director 
manages all functions of alumni relations, including working with an elected Alumni Association Board of 
Directors to craft and execute its annual plan; planning and running special events designed for alumni; and 
implementing services and activities that engage alumni and encourage participation in the life of the law 
school. The Assistant Director is also responsible for developing and implementing an annual giving strategy to 
secure gifts from new and current donors.  
 
Key Responsibilities: 
 
Alumni Relations 

• Develop and execute a comprehensive strategic plan for Alumni Relations - including goals, annual 
calendar, metrics, and timetables. 

• Plan and implement events, including annual reunion weekend, regional receptions, Supreme Court 
Swearing-In Ceremony, career-networking efforts, and other special events. 

• Work with School departments to organize and deploy volunteers to advance the School’s mission and 
vision. 

• Recruit volunteers and manage and direct programs in which they are involved. 
• Serve as the contact person for alumni and others interested in information, services and programs 

related to alumni. 
• Oversee maintenance of and ensure accurate and complete alumni database records. 
• Develop processes to ensure data integrity of alumni contact and employment information in order to 

expand outreach efforts. 
• Manage web content for alumni relations. 
• Other duties as assigned by the Director of Development and Alumni Relations. 

Annual Giving 
• Create and implement a comprehensive annual giving strategy with the Director of Development and 

Alumni Relations – including goals, annual calendar, metrics, and timetables. These efforts should 
complement overall campaign goals and major giving priorities. 

• Annual giving strategy should include a plan to retain existing donors and develop new donors. 
• Develop materials (in-print and web) for use with the annual giving plan. 



• Utilize the department’s database to track and analyze annual giving trends and create strategies based 
on the data results. 

• Participates in prospect screening, database segmentation and related marketing efforts. 
• Other duties as assigned by the Director of Development and Alumni Relations. 

 
Requirements: 

• Bachelor’s degree required. 
• 3 years of progressive experience preferred in alumni relations and/or fund raising, and familiarity with 

principles and practices of alumni relations and development. 
• Experience in educational advancement preferred. 
• Excellent written, oral and interpersonal skills; demonstrated solicitation experience. 
• Strong organizational and planning skills. 
• Possess strong computer skills, competence in software applications and programs (particularly 

iModules/Anthology and fundraising databases), Microsoft Office, and knowledge of database research 
and maintenance.  

• Interact with and deliver superior customer service in all dealings with alumni and community members 
• Ability to work cooperatively, effectively, and manage multiple projects simultaneously 
• Ensure tasks are completed within established deadlines. 
• Demonstrate initiative and problem-solving abilities. 
• Ability to perform routine and unexpected duties with minimal supervision. 
• Must have an aptitude for working in a complex environment and understand organizational dynamics 

and vision.  
• Must be able to travel and work evenings and weekends as warranted.  

To apply: Send resume & cover letter to Human Resources at dtyrrell@nesl.edu 

New England Law | Boston 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.  We welcome candidates who will increase our diversity; we encourage candidates of color to apply 
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