
 

 

 
 
Employer/Funding Source:  State -- UUP 
 
Title of Position:  Director of Special Events 
     
FLSA Status:   Exempt 
 
Department:   Alumni Engagement 
 
Division:   Philanthropy and Alumni Engagement 
 
Supervisor of Position 
Title:    Assistant Vice President 
 
Date:    November 2017             
 
 

University Overview 
UB is a premier, research-intensive public university known for its academic excellence. Driven by our 
vision—UB 2020—to be counted among the nation’s leading and most distinctive public research 
universities, a new University at Buffalo is emerging. Building strong connections with our alumni and 
donors worldwide is critical to our success; the Division of Philanthropy and Alumni Engagement is 
leading the effort. We are creating a new UB environment that broadens opportunities for alumni 
engagement, capitalizes on positive student experiences and builds philanthropic support for the 
university.  
 
Position Summary 
The Director of Special Events leads a collaborative team in the Office of Alumni Engagement 
responsible for the strategy, planning, implementation, and promotion of regional and special events 
using the office’s new strategic plan as a guidepost.  The Director and team focus on the office and 
divisional goal of increased alumni engagement by developing strategic events based on a data-
informed and predictive modeling approach.  In addition, the Director will be responsible for his/her 
own regional portfolio, alumni portfolio, and oversee the office’s new affinity group programming.  The 
Director will work with colleagues across the Division of Philanthropy and Alumni Engagement and the 
University at Buffalo, as well as alumni volunteers around the world.   
 
The Director will possess demonstrated experience and success in all aspects of special event 
management, including establishing and achieving metrics for success.  The incumbent will have strong 
verbal and written communication skills, and possess experience working in and fostering a diverse and 
inclusive environment.  The Director must possess a proactive nature and must have the ability to 
analyze and problem solve.   
 
This position also requires strong organizational and time management skills; attention to detail, and the 
ability to anticipate needs and balance multiple priorities.  
 



 

Primary Responsibilities 

 Lead a team of special events staff, focused on regional programming, affinity group 
programming and on-campus signature events for alumni, including but not limited to 
Homecoming and the annual distinguished alumni awards ceremony. 
  

 Lead university-wide planning efforts in support of a comprehensive and inclusive Homecoming  
experience for students, alumni, parents and friends of the university. 
 

 Utilize a data-informed and predictive modeling approach to develop a regional and special 
events annual calendar that aligns with university priorities and establishes annual metrics. 

 

 Implement event planning process using the office’s new strategic plan as a guidepost that 
focuses on concept development; venue and vendor research, selection and contracting; event 
logistics and site coordination; marketing and communications; managing event registration; 
and strategic volunteer support. 
 

 In conjunction with the Assistant Vice President for Alumni Engagement, evaluate events, 

programs and overall operations in an analytical, objective, data-driven manner.  

 

 Responsible for managing alumni engagement in strategic markets within the United States; 

incumbent should expect to travel approximately 25-30% of the time. 

 Implement new affinity programming for alumni groups following the office’s new strategic plan 
and working collaboratively with university groups already in existence. 
 

 Work closely with the office resource manager to maximize the strategic use of budgets and 
revenue planning. 
 

 Work closely with the assistant director for alumni services (volunteers) to help to recruit and 
train alumni for regional committees or individual event service ensuring the volunteers 
understand goals, are aligned with those goals, and have a positive experience and feel 
appreciated for their service. 
 

 Stay abreast of new approaches, methods, innovations as part of industry best practices. 
 

 Hire, supervise, and conduct annual performance reviews for direct reports.  

 

 Serve as a member of the Office of Alumni Engagement leadership team. 
 
Reporting Relationships: 
The Director of Special Events reports to the Assistant Vice President for Alumni Engagement.  
 
Functional: 
Within the Division of Philanthropy and Alumni Engagement, the Director collaborates with colleagues in 
the Division of Philanthropy and Alumni Engagement and across the university including but not limited 
to Athletics, Campus Life, and University Events. 
 



 

Most Complex or Difficult Duties 

 Lead a team of special events staff, focused on regional programming, affinity group 
programming and on-campus signature events for alumni, including but not limited to 
Homecoming and the annual distinguished alumni awards ceremony. 
  

 Lead university-wide planning efforts in support of a comprehensive and inclusive Homecoming 
experience for students, alumni, parents and friends of the university. 
 

 Utilize a data-informed and predictive modeling approach to develop a regional and special 
events annual calendar that aligns with university priorities and establishes annual metrics. 

 

 Implement event planning process using the office’s new strategic plan as a guidepost that 
focuses on concept development; venue and vendor research, selection and contracting; event 
logistics and site coordination; marketing and communications; managing event registration; 
and strategic volunteer support. 

 

Most serious consequences (In order of importance; list at least three.) 

 As a senior leader in the Office of Alumni Engagement, serious consequences could arise from 
misrepresentation of the university or office. 

 Incumbent has access to considerable personal data contained in alumni database as well as access 
to financial information and personnel records. 

 Inaccuracy or breach of confidentiality could result in serious consequences (i.e., alumnus/a no 
longer supports UB as a volunteer or donor as a result) 

 

Sensitive or confidential data (Note probable effects of indiscretion.) 

Position has complete access to all confidential data in the office, including salaries of direct reports, gift  

amounts from alumni, expenditures and income from all sources to the alumni office and association, 

confidential legal information on affinity revenue programs, personal information on alumni and 

volunteers. 

Indiscretion would result in lost trust in the institution, damage to relationships between UBAA and 

business partners and personal harm to employees and their families. 

 
Requirements and Qualifications 
 
Required: 

 Bachelor’s degree  

 Minimum of 2 year’s demonstrated experience in special event planning, preferably in higher 
education advancement setting 

 Volunteer management experience 

 Ability to develop knowledge of, respect for, and skills to engage with those of other cultures or 
backgrounds. 

 Ability to understand and problem solve  

 Excellent verbal and written communications skills 



 

 Demonstrated initiative, creativity, attention to detail, and tenacious approach to problem 
solving 

 Strategic thinking skills  

 Demonstrated ability to effectively lead and motivate a team 

 Experience in using a relational database, preferably in a higher education setting 

 Experience with Microsoft Office Suite 

 Ability to travel nationwide up to 25% of the time, which includes local and regional visits; 
and work evenings and occasional weekends. 

 
Preferred: 

 Minimum of 5 year’s demonstrated experience in special event planning, preferably in higher 
education advancement setting 

 
 

University at Buffalo is an affirmative action/equal opportunity employer and, in keeping with our 
commitment, welcomes all to apply including veterans and individuals with disabilities. The University 
is dedicated to the goal of building a culturally diverse and pluralistic University community 
committed to teaching and working in a multicultural environment. 

Salary: $75,000-$82,000 
UB offers highly competitive salary and benefit packages for its philanthropy staff. 
 
For more job information and directions on how to apply, please visit our website at: 

https://www.ubjobs.buffalo.edu. Only applications received through UB Jobs will be considered. 

Posting # P1700240 

Quick link to apply: http://www.ubjobs.buffalo.edu/postings/12195 
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