Administrative Program Specialist-Office Aide 1-Alumni Engagement and Eagle Career Network
Job Description 

Looking for a student job that works around your schedule and helps you grow? Join a campus team where you will gain valuable experience, collaborate with supportive staff, and take on real responsibilities that contribute to the university community. Whether you are looking to build your resume, develop new skills, or simply earn while you learn, we welcome students of all backgrounds. With hands-on training, flexible hours, and a welcoming environment, this is your opportunity to grow professionally while staying connected to campus life. 
 
The Administrative Program Specialist for Alumni Engagement and Eagle Career Network, working under direct supervision, key responsibilities may include, but are not limited to:
1.   	Eagle Career Network Support
○ Assist in managing the ECN platform, including maintaining content, answering inquiries, and welcoming new users.
○ Create user support and guidance to encourage active participation by students, alumni, staff, faculty, and community members.
○ Assist in the development of creative strategies to enhance engagement and participation on the platform.
[bookmark: _2sq3j836xnjr]2.   	Event Planning and Coordination
○ Assist in the planning and execution of future alumni networking events, workshops, and/or career panels.
○ Support other alumni and career-related events as needed.
○ Gather feedback from participants to improve future programming.
 
[bookmark: _mkzxajl1jf1n]3.   	Communications and Outreach
○ Draft and distribute email campaigns, newsletters, and social media content to promote ECN and related events.
○ Collaborate with the Career Center and academic departments to share ECN resources, maintaining accurate records of communication efforts.
○ Collect and share success stories of students and alumni using ECN.
[bookmark: _jqucltrdw8be]4.   	Administrative Support
○ Assist with maintaining ECN user information for alumni databases.
○ Assist in the preparation of reports, presentations, and event summaries of ECN.
○ Assist with general oﬃce tasks, such as scheduling, data entry, and answering calls.
○ Support the day-to-day operations of the Oﬃce of Alumni Relations.
This position will report to insert department and title of supervisor. 
 
This position will work a maximum of 19 hours per week based on availability.  This position will typically work weekdays during the hours of 8 am to 5 pm.   
 
Required Qualifications: 
Currently enrolled as an EWU student.
Excellent written and verbal communication skills.
Strong organizational abilities and attention to detail.
Proﬁcient in social media and comfortable using digital platforms.
Ability to work independently and collaboratively in a team environment.

Intended Outcomes: 
 
1. Critical Thinking & Problem-Solving: 
Propose strategies for enhancing alumni contact and outreach.
 
2. Oral & Written Communication: 
Draft and share outreach emails for events and career networking events.
 
3. Teamwork & Collaboration:  
Coordinate with other offices and alumni staff to plan and execute events and workshops.
 
4. Leadership:  
Support coworkers by offering guidance when they’re unsure and encourage them to do their best.

5. Professionalism & Work Ethic: 
Represent the Alumni Office with dedication and respect while fostering connections with current students and alumni.
 
6. Career & Self-Development:  
Connect with alumni for networking and career insights.
 
7. Creating Belonging: 
Offer help to teammates and assist in administrative tasks to make it easier for them to feel supported.
 
8. Technology: 
Use computer software, event scheduling tools, and social media for outreach.
 
Student employees are subject to EWU’s employment Policies and Procedures and the EWU Student Code of Conduct. As a student employee, you are expected to adhere to both. Please be advised that violations of the EWU Student Code of Conduct may affect your employment on campus, even if the conduct occurs beyond the scope of your job responsibilities. 
 
All new employees must comply with EWU immunization Policy 602-02 and provide proof of immunity or vaccination to MMR and proof they are fully vaccinated before beginning work at EWU. Waivers for the immunization requirements are available for medical or sincerely held religious beliefs.  
 
This position, during the course of university employment, will be involved in the receipt of, or accountability for, university funds or other items of value; as well as the unsupervised access with the developmentally disabled, vulnerable adults, or children under the age of 16. The offer of employment is contingent upon successful completion and the passing of a background check prior to beginning employment. 
 
Salary Range A 
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