Ripon College

CLASS AGENT POSITION DESCRIPTION

Alumni play an important role in the life of the College.  Ripon’s continued success in part depends on the willingness of alumni to assume leadership roles in the areas of communication, fundraising, admissions and career planning placement.  Class Agents are a valuable part of that alumni leadership.

General Requirements and Responsibilities

The Class Agent supports the general mission of Ripon College and becomes knowledgeable about its current programs, projects and needs.  He or she wants to work with staff to communicate the news and needs of the College effectively with classmates, and gathers and relays alumni news to the College.

The Class Agent’s responsibilities fall into two main areas: friendraising and fundraising.  The Class Agent works with the Director of Development, and the Associate and Assistant Directors of the Annual Fund to promote participation in the Annual Fund, reunions and other alumni activities.

Specific Responsibilities

1. Write two (2) class letters - one in the fall and one in the spring using class notes received from classmates and information from the College.

2. Be an avid supporter and promoter of the Annual Fund, demonstrating leadership among classmates by making a yearly contribution to the Annual Fund.

3. Encourage classmates to contribute to the Annual Fund and to increase their levels of giving.

4. Encourage classmates to send in news for class notes.

5. Send any articles or news pertaining to Ripon College or Ripon College alumni to the Alumni Office (Births, deaths, marriages, personal and professional accomplishments, etc.).
6. Encourage classmates to participate in alumni activities such as area club meetings, Alumni Weekend, alumni admissions programs and career development activities.

7. Participate in alumni activities whenever possible.

8. Assist staff in identifying potential gift prospects and gift committee members from your class.

9. Assist staff in recruiting a Reunion Coordinator/reunion committee or serve as Reunion Coordinator yourself.
10. Assist staff in recruiting a Co-Class Agent or Class Agent replacement.
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