
Position Description

Alumni Support Coordinator

City Academy’s Mission:

Transforming children, families, and our community through exceptional education and 
bold expectations that empower children to overcome barriers.

Summary of the Position:

The Alumni Support Coordinator supports City Academy alumni through their 
transition to secondary school, in their time attending secondary school, and beyond. 
This position is critical to ensuring that City Academy's alumni and their families remain 

as engaged, supported members of our school’s community, adding to our mission’s 

fulfillment of being a transformational presence in their lives.

Position Details:

● Reports to the Director of Alumni Support

● Full Time - Exempt Employee, 40+ hours per week

● Employee at-will position. Either employee or employer may terminate the

employment relationship at any time, with or without notice and with or without

cause.

Major Responsibilities:

Alumni Relations

● Manages a caseload of alumni attending local secondary schools (middle and

high school)

● Provides individualized support to members of their caseload through monthly

check-ins and visits (this requires independent travel to alumni’s secondary

schools of attendance - 36 in metro St. Louis and 2 in Illinois)

● Partners with secondary school faculty/staff to address needs or challenges

identified, as well as to support in providing enhancement opportunities

● Increases alumni and alumni parent involvement with City Academy-facilitated

programming and opportunities, including managing alumni volunteers at City

Academy’s summer programming

● Manages City Academy’s STRIVE program (learn more HERE) through planning

content for and attending each session per semester (typically five to six sessions

held on Saturdays from 10:30 a.m. to 2:00 p.m.)
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Program Support

● Provide regular updates on students and any subsequent follow-ups regarding

college and career readiness and prep, overall well-being, extenuating

circumstances affecting their education, and more

● Track, record, and analyze records related to alumni school matriculation and

attendance, aid awarded, internship attainment, and professional pursuits

● Supports and oversees City Academy’s Alumni Committee

● Assists in writing and proofreading alumni communications including

newsletters, website updates, social media posts, and related materials

● Collaborates with other departments at City Academy to provide meaningful

alumni programming and opportunities, such as internship placements

● Provides support to the Director of Alumni Support in successfully coordinating

and executing alumni events

● Supports the Director of Alumni Support in other administrative areas, as needed

Qualifications and Skills:

● Bachelor’s degree in social work, education, or related field

● Experience working with diverse populations

● Ability to outreach to, and on behalf of, City Academy alumni

● Excellent interpersonal skills and demonstrated ability to positively interact with

alumni, parents, secondary school faculty/staff, community partners, and other

City Academy stakeholders; emphasis on being able to work with and support

middle and high school students

● Ability to discern, address, and support alumni’s social and emotional needs

directly and indirectly through connecting them to proper resources

● Highly organized approach to monitoring program progress and goals, including

inputting and analyzing data within City Academy’s alumni database

● Ability to respond to multiple competing demands concurrently with flexibility

and independence

● Strong organizational and time management skills to ensure follow up and follow

through with alumni on each next step toward their goals

● Valid Driver’s License and reliable transportation

Ideal Candidate:

● Master’s degree in social work, education, or related field

● Familiarity with the St. Louis independent school community and other

secondary schools

● Experience managing volunteers

This position description should not be interpreted as all inclusive.
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About Us:

City Academy is committed to providing a transformative educational opportunity to

all of its students (205 currently enrolled in ages/grades 3-Year-Old through 6th). Once

graduated, our students primarily attend St. Louis’ top independent secondary schools,

and are on trajectories to become leaders within our community, and beyond.

City Academy offers a competitive compensation and benefits package and a sustained

commitment to ongoing professional development for our faculty and staff.

We are an equal opportunity employer and do not discriminate on the basis of age,

gender, race, color, religion, national or ethnic origin, or sexual identity in our hiring

process. City Academy is a drug and smoke-free workplace.

To Apply:

Send a cover letter and resume with references to HR@CityAcademySTL.org. Please

use the following subject line “Alumni Support Coordinator” and address all

communications to Jeff Horwitz, Interim Head of School.
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