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What is the Alumni Office?

The Alumni Office works to maintain a mutually beneficial, lifelong
relationship between all 162,000 Birmingham alumni and the University. We
produce the Birmingham Magazine, Alumni Newsletter and the e-newsletter,
Bite-size, we maintain the online alumni community, your.bham, and bring
former students back together through a programme of events and reunions,
as well as other alumni services.

Working with the Alumni Office — how you can help u S
The University of Birmingham is immensely proud of the achievements of our
alumni and we enjoy celebrating your successes. Although you are no longer
on campus, you remain a major part of the worldwide University of Birmingham
community and we value the contribution that you continue to make to current
University life. We recognise that, as alumni, you are our very best
ambassadors. Our alumni groups work closely with the University and all
should have a willingness to support us in the following ways:
- Maintain an active interest in the University and support its strategic
priorities.
Work with us to enhance the image and reputation of the University and our
alumni.
Help the University keep up to date records of our alumni.
Ensure the alumni group is open to all alumni of the University and operates
an equal opportunities policy.
Meet at least twice a year.
Keep in touch with the Alumni Office so that we can keep you informed of
University staff travel plans and advertise the group’s events.
Inform the Alumni Office prior to using the University logo.
Be self-funding and comply with any appropriate University financial
procedures. Should the group ever choose to disband, the University of
Birmingham should be the beneficiary of any remaining funds or assets.
Adhere to University guidelines relating to data covered by the UK Data
Protection Act. Advice will be provided.

Alumni toolkit for international groups

How will the Alumni Office help you?

- Send a twice yearly email to the alumni group leader informing you of any
news or developments at the University and also sharing good
practice and ideas amongst groups.
Help coordinate communications to the group including the management of
a dedicated web page on your.bham.
Provide you with advice and guidance on any issue relating to your group’s
activities.
Keep you informed of any visits by Birmingham staff which may be of
interest to your group.
Keep you informed of any University of Birmingham student recruitment
events and activities. For an up to date list of current recruitment
activities around the world, please visit:
www.birmingham.ac.uk/international
Promote your group in our publications.

Please note that while the Alumni Office can help y
group, unfortunately we do not have any funds to pa
and groups must be self-financing.

ou to advertise your
y for group activities



Why set up a group?

Details of all of our international alumni groups can be found at www.your.bham.uk. If you would like to maintain a
connection with the University of Birmingham and there is no alumni group in your region, why not start one yourself?
The Alumni Office can offer support and advice to get you started.

The reasons alumni want to establish a new group vary but often they are because they want to reconnect with the
University and its community. Alumni groups provide a fantastic social and professional networking opportunity and are
also a chance to support the University locally by enhancing our reputation.

Our alumni groups are spread across the globe and we value the diversity of our alumni: each group and each region is
different, which will be reflected in how the group is organised. Many groups are quite informal, arranging one or two
social events or reunions per year; whilst others choose to be more formal, meeting more regularly to network
professionally or to help the University with student recruitment.

Your motivation for starting the group may be different from other alumni but the key thing to remember is that the group
should be of benefit to all that are involved. However you decide to organise the group, we will do our best to support
you in your efforts.

Website: Read profiles of our Greece and Hong Kong groups for inspiration.

Step 1. How many alumni live

in your area?

Alumni groups vary in size and
structure — from larger groups with
steering committees to smaller less
formal groups. The type of group
that is started in your area will largely
depend on the number of alumni. It
is best for the group to grow
organically, as the structure of the
group should be the decision of its
members. To find out how many
alumni live in your area, please
contact the Alumni Office at
alumnioffice@contacts.bham.ac.uk.

Step 2: Contact alumni

The next step is to let alumni know
about your plans to start a local
alumni group and gauge their interest
in getting involved. The Alumni
Office will send an email on your
behalf to alumni in your area and
collate their responses. (For data
protection reasons, initial contact
needs to be made through the
Alumni Office, giving individuals the
opportunity to opt out of
correspondence.) Hopefully there
will be sufficient interest and some
may also offer to play a central role
in the organisation of the group.
Contact details for alumni who are
interested in being part of the group
will then be emailed to you so that
you can start to plan your first
meeting or event.

Step 3: Launching the group
Organising an event is a great way to
launch your group. The Alumni
Office can provide advice about the
type of event to hold and practical
suggestions for planning and
budgeting.

There are several different types of
events that you can organise to
launch the group; typically it works
best to either organise an informal
gathering (e.g. a drinks reception) or
coordinate an event to coincide with
a visit from University of Birmingham
staff. The Alumni Office can let you
know if anyone from the University
will be travelling to your area.



Publicity and communication
The Alumni Office has many communication tools to promote group activities to
the alumni community. We can advertise the group activities in:
- the biannual Birmingham Magazine (deadline: the end of July)
the biannual Alumni Newsletter (deadline: the beginning of February)
monthly Bite-size e-newsletters (deadline: the end of the month)
your.bham
the alumni website

We can also promote the group to graduating students through the quarterly
e-newsletter sent by the International Office. Just email the Alumni Office with
all the details and we will include it in the most relevant publication.

Website: Look through past issues of Bite-size in our archive.

your.bham is an online community for University of Birmingham alumni. Each
of our alumni groups has their own web page at www.your.bham.ac.uk, which
is a fantastic way to share news and photos, publicise upcoming events and
publish reports from past events. The Alumni Office will be happy to set up a
page for your group and keep it updated with your latest news.

Events

Every group is different and therefore the number of events that groups
organise varies. It is a good idea to organise at least one main event per year,
which we suggest is a ‘Welcome Home’ event for new graduates returning from
Birmingham between September and December. This can be supplemented
by less formal gatherings throughout the year (e.g. drinks, committee meetings,
events planned around University staff visits). We request that the group
meets at least twice a year and that events are open to all alumni.

Ideally there will be a range of activities organised to appeal to the diverse in-
terests of alumni:
Social/informal — drinks, meals
Professional networking — often hosted by alumni at their offices
University delegation — visiting academics and University staff
Volunteer — recruitment fairs, events for prospective students — these events
will always be attended by a member of Birmingham staff

Some groups find it useful to charge a nominal ticket fee for events to cover
costs.

Website: Read our guide to planning a successful event.




Setting up a committee

When your group becomes established you may want to formalise its structure
and operation. Having a leadership group or committee is one way of doing
this. This can be a way of sharing the workload and can give the group focus,
leadership and direction.

The first meeting should enable you to identify some key volunteers to share
the workload. The size of the committee will be determined by the size of your
alumni group but typically a committee is between 5 and 10 members. To help
you run a wide range of activities which appeal to as many alumni as possible,
you should try and ensure that the committee is diverse and ideally has
representatives from all age groups, degree types and with differing interests.
You may like to designate a place on the committee to a current student or a
recent graduate. For this reason, some alumni groups choose to set up a link
with one of our international student societies: http://www.guildofstudents.com/
content/193045.

To be successful, it is desirable for committee members to have the following
qualities:
: willingness to work with the University
willingness to contribute time
enthusiasm for the University of Birmingham
ability to motivate and engage alumni
good teamworking and communication skills

In addition to these qualities, the group leader should be a positive ambassador
for the University of Birmingham. They will be responsible for all group activity
and will act as the main point of contact with the Alumni Office, reporting back
on group activities regularly.

The group constitution

While it is not mandatory, some groups find it useful to agree a short, simple
constitution when the group is formed. This ensures that the group is
accountable and makes it easier for new members to become involved. The
constitution can outline responsibilities and length of service of the committee
members, the aims of the group as a whole and any regulations that are
decided upon.

Website: Read the sample constitution for ideas on what to include.

Maintaining the group

Once the group is formed and there are a sizeable number of alumni who want
to be involved, it is essential that future activities are planned to help maintain
the momentum and keep alumni engaged. This can be achieved through
regular events and ongoing communication with group members via the
group’s page on your.bham.

Several of our existing groups choose to fundraise for the University through
their activities. If you would be interested in finding out more about how to do
this, please contact the Alumni Office.

Get in touch

Alumni Office:

Clare Gordon, Alumni Events Officer
c.h.gordon@bham.ac.uk

+44 (0)121 414 8904
www.your.bham.ac.uk

International Office:
international@bham.ac.uk

+44 (0)121 414 2894
www.birmingham.ac.uk/international




