
 

 

 

 

 

London 
Business 
School  

JOB DESCRIPTION 
 

 
 

Alumni Digital Experience and Communications 

Coordinator 

Platform Support Specialist 

Advancement  

 
Level 

 

Business Services 2 

 

About the School 
 

 

About the Department 

 
The Advancement team is engaged in developing life-long relationships with our 

students and alumni and delivering fundraising activities to support London Business 

School's ambitious growth to secure its position in the premier league of business 

schools. Our Advancement purpose is to nurture our relationships with alumni and 

friends by walking the journey for life with our community. We aim to nurture this 

lifelong relationship through a set of comprehensive engagement activities including 

but not limited to communications, networking and continued learning opportunities. 

We also aim to inspire, together with all of our colleagues across the School, 

transformational fundraising to advance the School's vision. 

 
The Advancement team is formed of the Alumni Engagement, Giving, Campaign and 

Operations & Donor Relations teams under the leadership of the Associate Dean, 

Advancement and is a part of the school's Engagement Team reporting into the Dean. 

 
The LBS alumni community links more than 50,000 alumni in more than 750 

countries. The School provides alumni with a range of services including access to an 

extensive range of online services including library databases and contact information 
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Key Areas of accountability and Key Performance Indicators (KPIs) 
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• Organise, upload into and monitor systems, databases and records to 

ensure accurate recording of data to track and assess online campaign 

success. 

• Collate information to produce regular standardized reports to monitor 

activity and support decision making within the department. 

• Conduct analysis to support the identification of trends, to enable effective 

planning and identify creative ways of sharing this analysis to the wider 

department. 

 
 

Collaboration and Support 
 

•  Provide support to colleagues within and outside of the team (as and 

when opportunities arise) to promote collaborative working across the 

school. 

• Act as a point of referral for less experienced colleagues to help to resolve 

issues within the team. 

•  Make recommendations to improve the alumni and donor online 

experience. 

• Oversee the alumni platform log - logging and prioritising bugs, errors, 

and development work. 
 

Project support 
 

•  Provide support to projects relating to digital communications. This may 

include annual projects such as the LBS Global Give, Reunion for New 

Alumni and Reunion. 

•  Support the future development of the LBS Hub platform, working 

alongside the Platform Support Specialist to ensure development projects 

are delivered on time, and to consistently high-quality standards. 
 

Process Improvement 
 

•  Proactively review relevant processes and systems within own area of work 

and make suggestions to improve efficiency.  
 

Change Management 
 

•  Champion change by role modelling the behaviour expected from all 

colleagues, act in a resilient manner when responding to change, and 

proactively look for opportunities to support change to help embed it in 

the team and/or department.  
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• Further education or equivalent 

• Knowledge of the education, charity or fundraising sectors. 

• Good communication skills and the ability to address a variety of 

stakeholders. 

• Sound working knowledge of standard IT packages, systems and/or 

relational databases. 

•  Experience of tools related to own area of specialism. Including HTML and 

web related content management platforms. 

• Comfortable working with CMS and back-end websites. 

• Proactive approach to relationship development with colleagues. 

• Good attention to detail. 

• Good time management skills with the ability to organise, prioritise, and 

work unsupervised when necessary. 

• Good team working skills and the ability to work collaboratively. 

• Experience of working in a customer-facing environment. 

 

Knowledge/Qualifications/Skills/Experience required 
 

 

Staff 

Budgets 

Date Updated 

n/a 

n/a 

12 July 2023 

KPls: 

• High-quality support service provided to all stakeholders. 

• Production of high-quality communications. 

• Timely response to and resolution of enquiries, requests and issues. 

• Accuracy and integrity of data and intelligence in business systems. 

•  Development of relationships within and outside the team, and positive 

feedback from colleagues. 

• Positive feedback from project managers. 

• Compliance with processes, procedures and standards. 

• Contributions to process reviews and operational improvements. 

• Team performance and customer satisfaction (alumni and donors) 


