	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title: Scholarship & Student Outreach Director

	Reports to:  Treasurer

	General Description:

The Scholarship and Student Director shall serve as a liaison between the Chapter and the current student body of Penn State at both University Park and the Philadelphia area branch campuses. 

The Scholarship and Student Outreach Director shall administer the Chapter scholarship program. He/She develops and organizes fundraising events for the scholarship program in the name of the Chapter for current students of Penn State. He/She develops application and selection criteria for choosing the recipient of the scholarship. The Scholarship and Student Outreach Director serves as liaison with the President to Philadelphia Club Mutual Fund Trustees to coordinate the transaction of funds from established “life membership fund” and Chapter for scholarship utilization.

The Scholarship and Student Outreach Director generates awareness and interest in the Chapter among students through various activities organized with students and Chapter members. He/She is responsible for coordinating annual Freshman Sendoff Event. He/She must submit event reports to the Secretary, Vice President and President within two weeks following a promoted event. He/She is responsible for maintaining Director binder which contains all relevant information to position including but not limited to, event reports, contacts, time lines for events, programs, and other proposed position plans.

	Major Responsibilities:

· Manages scholarship development and application process including: fundraising, private donations, applications, selection criteria, application evaluation, recipient selections, and award ceremony. 

· Responsible for student outreach event planning involved with a project – supplies/contracts/follow up/ and completion

· Oversees recommended subcommittees:

Scholarship Committee: Implement and manage the scholarship award process, review and evaluate responses from applicants, contact recipients and invite them to annual event to present award, investigate possible donors/sponsors for scholarship and Chapter.

Freshman Sendoff : Annual event held in fall to welcome newest members of the Penn State family

	Helpful Skills:

· Organizational Skills

· Proficient Computer skills

· Outgoing personality

· Event planning experience

· Leadership skills

· Genuine interest in improving the student’s Penn State experience

	Goals: 



