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UEA Alumni Groups: Two Tiers of Alumni Network

We have over 175,000 alumni who are based across the globe. From research we know the
importance of active international alumni networks to support international recruitment,
student experience, career opportunities and philanthropy at UEA.

At present there are a mix of alumni networks/groups with different structures, names and
formality. Our goal is to create a system that organically grows an informal network into a
more formal alumni association for the benefit of UEA’'s work.

This document is intended to detail how the Development, Alumni and Campaigns (DAC)
team categorise, develop and support our alumni networks.

The Networks:

Our recommendation is to create a system of two tiers for our alumni network process. The
first offering is a light touch and informal approach to bring alumni together for the occasional
social activity e.g. Global Gatherings. The second tier is the creation of an alumni
association with a formal structure and volunteer roles. This second tier will offer the greatest
support to our alumni and offer significant opportunities for our students and University. UEA
holds the alumni database and working within GDPR boundaries UEA will support the work
of the alumni associations (for example, sending out invitations to alumni etc.).

Tier 1 Network — An Alumni Group

Atier 1 network is expected to be an informal network with a basic set of responsibilities. It
should allow alumni to run occasional events and network without the need for extensive
consultation. Most of our existing alumni groups would come under this category, and it is
expected that most new applications to start a group would start on tier 1.

Suggested responsibilities for Tier 1 groups:

¢ Have two named contacts to speak on behalf of the group.

¢ Provide at least one consistent public route for new members to join their group (e.g.
WhatsApp Community, Facebook page, website, general email address etc).

¢ Hold a Global Gathering social event in either September or October every year.

e Keep DAC updated on activities and share content to be communicated with wider
alumni and supporter community.

Suggested support given by DAC to Tier 1 groups:

e Promotion of group on UEA Alumni and Supporters website.

o Atleast 2 invites sent out to alumni in relevant area per event held.

e One ‘check-in’ call per year to listen to developments in-country.

¢ Digital event resources for holding a Global Gathering (including event attendance
list for updating alumni database).

e UEA merchandise given to support Global Gathering (where possible).



Tier 2 Network — An Alumni Association

Atier 2 network is expected to be large group of alumni with multiple graduates taking on
committee and volunteering roles. They would be expected to hold multiple events and act
as ambassadors for the university. An example of an existing group that might fall under this
description is Japan. DAC should aim to support tier 1 groups to become tier 2 groups.

Suggested responsibilities for Tier 2 groups:

Create an alumni association with specific volunteer committee roles including chair,
secretary, events, communications, fundraising, student engagement/recruitment etc.
Hold a Global Gathering event in either September or October every year and if
wanted by the alumni association, one social event at any other time in the year
Facilitating alumni volunteers to attend recruitment events in their country or area,
with assistance from UEA International Office.

Provide at least one consistent public route for new members to join their group (e.g.
WhatsApp community, Facebook page, website, general email address etc)

Keep DAC updated on activities and share content to be communicated with wider
alumni and supporter community.

Share alumni data updates with DAC including event attendance and alumni
information to support the work of UEA (e.g. internship opportunities etc.)

Provide an update (for example, a brief written report) on the group’s activities once a
year which will be used to showcase the work of the alumni association.

Organise a careers event or networking session to provide opportunities for the
benefit of our alumni community.

Suggested support given by DAC to Tier 2 groups:

Promotion of group on UEA Alumni and Supporters website.

At least 2 invites sent out to alumni in relevant area per event held.

Two ‘check-in’ calls per year to listen to developments in-country.

Digital event resources for holding a Global Gathering.

UEA merchandise given to support Global Gathering (where possible).

Small physical items sent out every two years to give away as prizes.

Feature group activities in email newsletter going to all alumni.

When possible, the Development, Alumni & Campaigns team may meet with alumni
association members in-country.

Global Development Boards

As part of UEA's £100m Dare to Do Different Campaign there is the intention to create a
select number of Development Boards to support the philanthropy goals of our institution. It
is likely that these will reflect key economic regions for global donations including USA, Asia,
MENA. In addition, a UK Board is likely to be created with Dame Jenny Abramsky as the

Chair.
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Invitations to the Development Board will be selective and by agreement with the Director of
Development. The creation of Development Boards is being defined but the Development
Boards will remain separate to the activity of Alumni Associations — noting that the work of
the Alumni Associations will build up engagement with our alumni and will ultimately support
the philanthropic work of UEA. As this progresses it might be that the Development Board
includes an observer member of the Alumni Association to ensure close and smooth working
between our volunteers.



Example of Tier 2 Alumni Association Volunteer Job Descriptions:

UEA Alumni Association Chair Job Description (Volunteer Role)

Position Title: Chair of XYZ Alumni Association

Reports To: Head of Individual Giving & Alumni Engagement Manager
Duration of Term: 3-years

Volunteer Status: Unpaid

Role Description

Responsible for bringing together alumni in their local area (city, state, region or country as
appropriate) and organising at least one event annually, which appeal to, support, and
increase engagement with alumni in their community.

Volunteer responsibilities

Committee

e Chair quarterly Alumni Association committee meetings
e Support volunteer recruitment to the Alumni Association committee

e Act as a representative of alumni in your region and report back to the Development,
Alumni and Campaigns Office

Communications

e Maintain at least one social media or online platform of your choice to allow for new
members to join the group
e Promote your group to fellow alumni and in the wider region

Events

e Signpost group members to UEA alumni events, programmes and initiatives
¢ Organise network and social events that promote UEA and its values and allow
people from all backgrounds to join

Fundraising

e Work with Development, Alumni and Campaigns colleagues to promote UEA’s
fundraising campaign: Dare to Do Different
e Identify and encourage alumni philanthropic opportunities

Student Engagement & Recruitment

e To support the International Office with recruitment activities (e.g. finding volunteers
to support recruitment events).

e Where appropriate to encourage events to engage returning students or UEA offer
holders starting their university experience
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Where appropriate to support activity that encourages alumni mentoring of students
and student internship opportunities

Eligibility criteria & skills sought

Must be a graduate or former visiting student of UEA

Must have some level of organisational experience

Event management experience is desirable

Ability to support other team members and experience in working as a team

Benefits of being involved

Give back to the UEA alumni community

Develop communication skills

Develop project management skills

Develop organisational skills

Build your social and professional network
Re-connect with UEA and its international community

How we will support you

Briefing and basic training from your Alumni Engagement contact

Responding to requests within four working days

Promoting events through posting on the UEA alumni website, and where appropriate
sending invitations through our alumni database and promoting through social media
channels

Connecting new volunteers to groups leadership and assisting with seeking new
volunteers as necessary

Providing UEA brand guidance and materials as necessary



UEA Alumni Association Committee Member Job Description (Volunteer Role)

Position Title: Committee Member of XYZ Alumni Association
Reports to: Chair of Alumni Association (insert name here)
Duration of Term: 3-years

Volunteer Status: Unpaid

Role Description

To work as part of the Alumni Association team to bring together alumni in their local area
(city, state, region or country as appropriate) and organising at least one event annually,
which appeal to, support, and increase engagement with alumni in their community.

Volunteer responsibilities

Committee

e To attend and support quarterly Alumni Association committee meetings

e Support volunteer recruitment to the Alumni Association committee

e Act as arepresentative of alumni in your region

e To take on one specialism in your volunteer role (for example: Deputy Chair,
Secretary, Communications, Events, Fundraising or Student Engagement)

Examples of Committee Member Specialisms:

Secretary

e To practically support the Alumni Association committee meetings with accurate
notetaking and assigning actions

e To ensure that all paperwork is circulated in a timely fashion

e To support the Chair of Alumni Association with reasonable administrative requests

Communications

e Maintain at least one social media or online platform of your choice to allow for new
members to join the group
e Promote your group to fellow alumni and in the wider region

Events

e Signpost group members to UEA alumni events, programmes and initiatives
e Organise network and social events that promote UEA and its values and allow
people from all backgrounds to join

Fundraising

e Work with Development, Alumni and Campaigns colleagues to promote UEA’s
fundraising campaign: Dare to Do Different
¢ |dentify and encourage alumni philanthropic opportunities
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Student Engagement & Recruitment

e To support the International Office with recruitment activities (e.g. finding volunteers
to support recruitment events).

e Where appropriate to encourage events to engage returning students or UEA offer
holders starting their university experience

e Where appropriate to support activity that encourages alumni mentoring of students
and student internship opportunities

Student Representative:

e Toinclude one student representative on the alumni association committee
e Student representative to take on a light touch role supporting the engagement of
current students with alumni activity

Eligibility criteria & skills sought

e Must be a graduate or former visiting student of UEA
e Must have some level of organisational experience
e Ability to support other team members and experience in working as a team

Benefits of being involved

e Give back to the UEA alumni community

e Develop communication skills

e Develop project management sKkills

e Develop organisational skills

e Build your social and professional network

o Re-connect with UEA and its international community

How we will support you

e Briefing and basic training from your Alumni Engagement contact

e Responding to requests within four working days

e Promoting events through posting on the UEA alumni website, and where appropriate
sending invitations through our alumni database and promoting through social media
channels

e Connecting new volunteers to groups leadership and assisting with seeking new
volunteers as necessary

e Providing UEA brand guidance and materials as necessary



An example of the external messaging to promote the creation of alumni groups and
alumni associations:

UEA Alumni Group and Alumni Association

As a graduate of UEA, you are a lifelong member of our alumni community and join over
175,000 people in over 200 countries. There are plenty of opportunities to get more involved
and one of the best ways to do this is to engage with fellow UEA graduates near you.

There may be an active group in your area already, and you can check on our Networks
page. The local contact will be best placed to tell you how to get involved.

However, if there is no active group in your area, why not start one? The UEA Development,
Alumni and Campaigns team is here to help you through every step of the way, and you can
start off as small as you like. As ever, you are welcome to get in touch to discuss with us, but
the basic process for starting a group is as follows. You can always adapt this to suit your
needs.

Step 1: Contact Us and Check Feasibility

Do you live in a small country where you could feasibly unite all local UEA alumni? Or do you
live in a city in a very large country? Do you want to bring people together in one particular
state, province, region? Once you've got some thoughts in mind get in contact with us and
we can tell you more about how many alumni there are in your area.

Step 2: Collaborate

Do you already know one or more UEA graduates in your area? The strongest groups share
responsibility between friends, and we encourage you to see if they might be interested in
collaborating. Starting from scratch? That's OK too. As your network grows you can start to
consider new friends to help you organise network events and communications.

Step 3: Set up a Structure

Most groups are informal alumni groups and that’s absolutely fine. However, you might find,
especially as your group grows, that you would benefit from having defined roles and
responsibilities in your group. If you've got friends on board from the start, consider giving
defined roles on events, finances, promotions, or administration. You can also start with
these roles vacant. Once you have multiple named roles and ambitions beyond the
occasional social event, we will talk to you about becoming an Alumni Association.

You may wish to use any number of social media networks to manage and communicate
with your group. We can help you publicise these networks, but we cannot be responsible for
their upkeep and maintenance — so keep in mind which platforms have the functionality you
need, along with popularity in your area.

Step 4: Promote your group (with our help)
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You need to let people know you have a new group! We hold the alumni database and can
send out an email to alumni in your area on your behalf. You should utilise your social media
platforms and existing networks to invite people to join.

Step 5: Launch your group

Hold a launch party! Once you have established a new communication platform, you should
use this to manage the event, but we can also help to spread the word. Once you have
launched, you should update us so we can share your successful launch.

Group Status

Alumni groups and associations are not covered by the university’s insurance policies and
do not speak on behalf of the university. We will support your group remotely, but
unfortunately no funding is available for alumni groups which must be self-sustaining.

All alumni groups are expected to conduct their business with respect and in a manner that
boosts the university’s reputation. The University of East Anglia’s Development, Alumni and
Campaigns team reserves the right to delist any alumni group from its public pages and
withdraw support at any time.

Ensuring Success of UEA’s Alumni Groups and Alumni Associations:

The groups and associations should have dedicated links into UEA to monitor the success of
their activities. To understand if the groups and associations are proving to be successful the
following areas could be monitored and recorded to provide annual KPIs for UEA.

e Number of events organised

e Number of alumni attending events

e Number of new alumni who have registered to join the group/association

¢ Number of recruitment events supported

e Number of internships offered to UEA students from the region

e Philanthropy from the region

e Number of contacts between chair/group lead and UEA staff member

e Number of career opportunities (including networking and mentoring) offered to UEA
students from the region



