
              ASSOCIATION OF GRADUATES (AOG)  
OF THE 

     UNITED STATES AIR FORCE ACADEMY, INC. 
 

POSITION DESCRIPTION 
 
TITLE  
Reunion Specialist 
 
PURPOSE OF POSITION 
The Reunion Specialist is responsible for planning, organizing and implementing the activities of specific 
class reunions, including the recruitment of volunteer class committees. The Reunion Specialist promotes 
open lines of communication between alumni classes, the Association of Graduates and the Air Force 
Academy. Under limited supervision, manages daily operation of reunion programs mutually agreed upon 
with the Reunion Manager.  
 
ORGANIZATIONAL RELATIONSHIP 
Position reports to:   Reunion Manager 
Position supervises: None; will oversee reunion support personnel 
 
MAJOR RESPONSIBILITIES  
Ensures the complete cycle of class reunions are planned and executed on an annual basis in accordance 
with established AOG policies.  Ensures all activities within a reunion are executed to the AOG’s standards 
of quality and safety, stays within the approved budget, and generates the budgeted amount of revenue.  
Oversees the personnel assigned to perform tasks associated with the accomplishment of the reunions.   
Performs all other duties as assigned by the Reunion Manager.     
 
RESPONSIBILITIES AND DUTIES 
Reunions 

 Ensures the successful execution of assigned class reunions in accordance with AOG policies. 

 Ensures financial integrity of reunions by ensuring the completeness and accuracy of recording of 
all financial transactions from internal and external sources. 

 Maintains policies and procedures for class reunions to include on-line registration processing, 
scheduling, contract consultation and event budgeting.  

 Cultivates and maintains relationships with class representatives and volunteers.   

 Prepares, edits, and disseminates regular correspondence to alumni classes, utilizing a wide array 
of communications vehicles including, print, web, email, and social networking. 

 Provides oversight, manages details, and coordinates staff and volunteer activities for timely 
execution of reunion events.  

 Creates annual connection/outreach plan with assigned classes between reunion cycles.   
 
Other Duties 

 Participates in, and assists with other events sponsored by the Association of Graduates.  

 Performs all other duties as assigned by the Reunion Manager or Vice President, Alumni and 
Constituent Relations.  

 
REQUIRED QUALIFICATIONS 

1. Bachelor’s degree in a related field of study such as Business, Public Relations or Marketing and 
(3) years of experience in planning and managing special events. 

2. Work requires a minimum one year of experience in alumni affairs, public relations, marketing, 
student activities, program administration or a related field to become familiar with activities 
involved in planning and coordinating special events.   

3. Knowledge of public relations and special event planning, methods and techniques. 
4. Good organizational skills, presentation skills and communication skills both oral and written. 
5. Good interpersonal and networking skills and the ability to effectively communicate with a wide 

range of individuals in a diverse community. 



6. Strong leadership skills with the ability to be persuasive and influential.  
7. Ability to implement professional events on short deadlines. 
8. Ability to effectively present information and respond to questions from senior leadership, alumni, 

cadets and the general public.  
9. Ability to maintain a high level of poise and professionalism in all circumstances. 
10. Ability to take primary responsibility for diverse number of projects and to complete them in a 

timely manner. 
11. Ability to be focused, motivated to learn, and flexible to changing schedules. 
12. Demonstrated success in executing events and planning programs. 

 
Submit resumes to Michele.bergeman@aogusafa.org 
 


