
 

POSITION DESCRIPTION 
Alumni & College Access Programs Manager 

Ann Richards School Foundation, Austin, Texas 
 

About the Role 

The Alumni & College Access Programs Manager supports the Ann Richards School Foundation’s 
mission of helping students get to and through college by strengthening both alumni persistence 
efforts and college access programming. 

This role serves as a bridge between the Foundation, the school’s college office, current students, and 
alumni. The position is responsible for maintaining meaningful alumni engagement and transition 
support while also coordinating key college access events, communications, and family engagement 
efforts that help sustain a strong college-going culture across the Ann Richards School community. 

This is a high-autonomy role on a small team and requires someone who takes ownership, follows 
through, communicates effectively, and can balance relationship-building with strong organization and 
consistent execution. 

What Success Looks Like 

• Alumni remain connected to the ARS community and receive meaningful support during key transition 
points.  

• Summer Melt outreach and persistence support are proactive, organized, and responsive to student 
needs.  

• Alumni data and communication systems are maintained consistently and used to guide outreach, 
persistence interventions, and program improvement. 

• College access events and family programming are well-coordinated, well-communicated, and 
effectively executed.  

• Students and families receive timely, clear communication related to college access opportunities and 
programming.  

• The role strengthens collaboration and continuity between the Foundation, college office, students, 
families, and alumni.  

• The program demonstrates clear outcomes that reinforce the Foundation’s investment in To & Through 
College work.  

 
Core Responsibilities 
Lead Alumni Engagement & Persistence Support 

• Serve as a primary point of contact for alumni, building strong, trust-based relationships.  



• Provide outreach and support during key transition points, particularly around high school graduation 
and the transition to college.  

• Coordinate Summer Melt outreach and support efforts to help graduates successfully matriculate to 
college.  

• Connect alumni to financial, academic, career, and campus resources that support persistence and long-
term success.  

• Create opportunities for alumni to remain engaged with the ARS community through events, 
networking, storytelling, mentorship, and volunteer opportunities.  

• Support alumni events and engagement initiatives throughout the year.  

Support College Access Programming & Family Engagement 

• Support planning, coordination, and execution of college access events and programming, including 
college fairs, FAFSA/TASFA nights, college visits, workshops, and family engagement events.  

• Coordinate communication and logistics related to college office programming, including calendars, 
reminders, RSVPs, materials, transportation coordination, and follow-up communication.  

• Partner with college office staff and school leadership to help sustain a strong college-going culture 
across grade levels.  

• Support outreach and engagement efforts that help students and families successfully navigate the 
college access process.  

• Assist with operational and event-based support for college access initiatives throughout the school 
year.  

• Help coordinate volunteers, presenters, and external partners connected to college access 
programming.  

Own Communication, Data & Systems 

• Lead alumni communications across platforms, ensuring consistent, timely, and relevant outreach.  
• Align alumni and college access communications with broader Foundation messaging and strategic 

priorities.  
• Maintain and manage alumni engagement and outreach records, ensuring accurate tracking of 

communication, enrollment, and persistence information.  
• Maintain alumni outcome dashboards and prepare regular reports related to alumni engagement, 

Summer Melt, matriculation, persistence, and college access programming outcomes for Foundation 
leadership, Board committees, school leadership, and funders. 

• Help maintain systems and processes that support consistent communication, engagement, and 
program follow-through.  

Collaborate Across School & Foundation Initiatives 

• Work closely with Foundation staff, the college office, counselors, and school leadership to ensure 
continuity across the student-to-alumni experience.  

• Contribute to broader Foundation and school-based initiatives, including events and team-led projects, 
as an active and collaborative member of the team.  

• Support storytelling and communications efforts that elevate student and alumni experiences and 
reinforce the Foundation’s mission.  

 
Qualifications 



• 2+ years of experience in student support, alumni engagement, college access, event coordination, 
communications, or community-based work  

• Strong relationship-building skills and a commitment to supporting young women and first-generation 
college students  

• Highly organized, with strong initiative, judgment, and follow-through  
• Strong written and verbal communication skills  
• Ability to manage multiple projects, events, and communication timelines simultaneously  
• Comfortable working with data and systems to support outreach and program coordination  

 
Preferred 

• Bilingual (English/Spanish)  
• First-generation college experience  
• Experience with CRM or student/alumni tracking systems  
• Experience supporting events, workshops, or family engagement programming  

 
Work Environment & Schedule 

This is a full-time, in-person role based in Austin, Texas. The Alumni & College Access Programs 
Manager works closely with both the Foundation team and Ann Richards School staff and is expected 
to be an active, collaborative member of both communities. 

This is a 12-month, year-round position. While the Foundation follows the school calendar for certain 
holidays, this role continues through the summer months and requires consistent engagement with 
alumni and support for year-round programming. 

Occasional evening and weekend work is required to support events, family programming, and alumni 
engagement activities. 

 
Compensation & Benefits 

Salary range: $60,000–$65,000, commensurate with experience. 

The Ann Richards School Foundation offers a comprehensive benefits package through Insperity, 
including health benefits, paid time off, and holidays aligned with the school calendar. Additional 
details are available upon hire. 

 


