
LC WORK SCHOLAR POSITION DESCRIPTION 

Employment Levels 
 

Entry Level Intermediate Level Skilled Level 
Characterized by highly 

structured tasks or outcomes, 
relatively low level or number 

of skills required, typically 
repetitive or routine tasks and 
requiring direct supervision of 

worker results 

Involves less direct 
supervision than entry level, 

more work variety, and 
requires some independent 
exercise of judgment along 

with an increasing knowledge 
of the job. 

Work is typically skilled, 
requires little direct 

supervision, requires 
independent judgment on 
procedures, has variety, 

includes training others, and 
the expectation of 

contributions toward 
improvement of the way work 

is carried out. 
 
In what employment level does this position fall (circle one)?     
 

Entry Level  Intermediate Level  Skilled Level 
 
Work Scholar job title: ___Alumni Event Coordinator__________________________________________ 
 
Describe the duties of this position. 

Works closely with the Alumni Relations Director In conjunction with staff, plan and execute alumni 
events throughout the year. Work with Alumni team to increase alumni attendance at events/ 
reunions and fundraising participation. This may include writing special letters/email solicitations 
directed to alumni. Where possible, develop programs with current students to help them stay 
connected as alumni.  Find “lost” alumni and maintain Abila computer records. Use social media 
(Instagram, Facebook, Twitter, etc.) to keep alumni aware of LCSC happenings. Take pictures, identify 
alumni and organize photos for use in relevant communications. Secondary Responsibilities: Assist 
Alumni Relations Director when needed. Attend school events and meetings when appropriate. 

 
List the learning opportunities for this position.  

Special event development, ability to “friend-raise” and fundraise in a higher education setting. 
Volunteer management, general office conduct.  

 
What qualifications are required for this position? 

Self-starter who can work creatively and independently. Experience and ease with social media and computer 
programs.  Ability to quickly learn LCSC’s fundraising software. Ability to collaborate with faculty, staff, admin 
and parents.  

 
What skills are required for this position? 

Ability to communicate clearly and effectively, verbally and in writing. Strong organizational skills and attention 
to detail. Positive attitude, flexible approach, and a sense of humor. Familiarity of Microsoft Office (Word, Excel).   

 
Lewis-Clark State College does not discriminate on the basis of race, color, religion, age, sex, national origin, disability, gender 
identity, protected veteran status, or sexual orientation. This policy applies to all programs, services, and facilities, including 
applications, programs, admissions, and employment. The Director of Human Resource Services has been designated to handle 
inquiries regarding non-discrimination policies and can be reached at 208-792-2269 or at the Administration Building, Room 102, on 
LCSC’s campus, 500 8th Avenue, Lewiston, Idaho, 83501. TTY 1-800-377-3529. 
Adapted with permission from Lewis-Clark Service Corps AmeriCorps and Berea College. 
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