
Holy Family Cristo Rey 
Job Description: Alumni Success Coordinator  

Updated September 2020 
 
Our Mission  
Holy Family Cristo Rey Catholic High School in Birmingham, Alabama combines academic rigor and a 
corporate work-study program to empower students from economically challenged families to graduate 
high school prepared to persist in college and flourish in life.  
  
Established in 2007, Holy Family Cristo Rey Catholic High School is a member of the Cristo Rey Network, 
a national association of high schools that provide a quality, Catholic, college preparatory education to 
urban young people who live in communities with limited educational options. 
  
The Position  
The Alumni Success Coordinator creates and works support systems to promote college persistence by 
HFCR alumni. 
 
Primary responsibilities include: 
 

1. Support HFCR alumni in college 
a. Develop and maintain a database of alumni (initially excel format, later Salesforce) 

ensuring that all records are updated at least once per year and connect to National 
Student Clearinghouse information. 

b. Use Gradforce and CareerSpring as principle tools 
c. Track alumni college enrollment, retention and persistence using NSC data, social media 

and other relevant platforms 
d. Identify and work with struggling students to assess their needs and recommend possible 

resources and solutions, including referrals to other specialists at HFCR 
e. Support students during transfer and re enrollment processes 
f. Communicate with alumni via telephone, texting, videoconference, and social media 

platforms to develop proactive relationships and connection essential to supporting 
academic success 

g. Create and share resources for students that promote college success, career readiness 
and job placement, including managing a database of professionals to connect alumni 
with to discuss career paths and options 

h. Connect HFCR Alumni with school events 
i. Publicize internship and job opportunities to alumni in college 

2. Develop collaborative partnerships with colleges HFCR students attend 
a. Become familiar with the school environment, culture and support systems 
b. Assist students in preparation for and transitioning smoothly into the college 
c. Link students with college/university resources and services that intervene when students 

show signs of becoming disengaged from school 
d. Link students with college/university resources and services that intervene when students 

are at risk of failing a course  
3. Collaborate with the college counselor to: 

a. Develop authentic preparations and supports for students to successfully: complete the 
FAFSA, evaluate financial aid award letters, decide on a college, register and enroll in 
college 

b. Provide regular information, contact and support to the parents of the senior students 
c. Build positive, professional relationships with senior students 

4. Track and share data findings with all pertinent constituents including Development, Board 
Members and the Cristo Rey Network. 



5. Build and manage relationships with college support organizations that our students are a part of 
that continue to work with students in college 

6. Support the Student Recruitment effort and other Academic program assistance with staff work 
and proactive collaboration. 

7. Perform additional duties as assigned by Student Recruitment & Community Engagement 
Director. 

 
Qualifications 

● Bachelor’s degree required 
● Excellent communication and interpersonal skills with the ability to effectively communicate and 

build relationships with a wide range of individuals and constituencies 
● Experience in working with youth and young adults 
● Experience in planning events 
● Excellent writing skills 
● Ability to write clear and concise documents 
● Knowledge of social media platforms 
● Organized with the ability to advance multiple projects simultaneously 
● Ability to work independently, collaboratively, and as a member of a team 
● Ability to collect and analyze data 
● Experience in college counseling and knowledge of the college admission process a plus 

 


