
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Alumnae Event Specialist (x3) 

Position Category  Resource 
Dept: Lifetime Engagement 
Staff Counterpart: Director of Lifetime 
Engagement 
Volunteer Counterpart: Alumnae Event 
Coordinator  

Summary of the 
position  

The Alumnae Events Specialist is responsible for 
the planning and execution of a Nationally 
sponsored alumnae event in a specific focus area 
- State Days, Reunions and Chapter Anniversaries, 
or Alumnae Receptions and Tri Sigma Travelers.   

Primary Duties 1. Connect Tri Sigmas through Nationally 
planned events that are organic, targeted and 
celebratory events.  

2. At the discretion of the Alumnae Event 
Coordinator, create project plan with specific 
interest in communication timelines, 
budgeting, and logistics.  

3. Meet and exceed annual, quarterly and 
monthly goals and benchmarks as it relates 
to alumnae engagement.    

Secondary Duties 1. All National volunteers are required to 
complete position training at the discretion 
of their staff counterpart.  

2. Be knowledgeable about where resources 
are on the Members Only section of the 
National Website, Sigma Connect, in relation 



 

to the volunteer position. 
3. Take advantage of opportunities the National 

Organization provides to educate and update 
volunteers on strategic initiatives and new 
procedures. 

4. Respond to communication within 48 hours. 
Expectations  Uphold Volunteer Expectations as outlined 

by the National Organization.   
 Commit 2-3 hours each week to the 

position, including monthly call with 
Alumnae Event Coordinator. Highest times 
of involvement are August-May.  

 This position will serve virtually with the 
possibility to travel based on volunteer 
availability. 

Qualifications and 
Skills 

QUALIFICATIONS 

 Have successfully hosted and/or assisted 
with the planning of a National State 
Days, Sisters Getaway, alumnae 
reception, etc.  

 Professional experience with event 
management.  

SKILLS 

 Comfort and ease with Microsoft Office, 
Internet, Google Documents and 
teleconferencing.  

 Motivated self-starter who is able to work 
with minimal supervision and as part of a 
team. 



 

 Detail oriented, adaptable, organized and 
ability to successfully manage multiple 
projects and tasks 

 Good project management skills, 
including the ability to break a complex 
project down into smaller tasks in order 
to set and stick to internal deadlines. 

 Excellent verbal and written 
communication, problem-solving, and 
organizational skills 

StrengthQuest 
strengths 

Activator, Arranger, Command, Communication, 
Deliberative, Developer, Focus, Ideation, Includer, 
Maximizer, Responsibility, Strategic  

 


