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To:      Board of Directors 
 
From:  Robert J. O’Donnell 
 
Re:     Job Description Updates for Communications Function 
 
Date:     June 5, 2014 
 

Enclosed are two proposed job descriptions for our district’s communications function: 
Director of Communications and Website and Social Media Coordinator. These job 
descriptions provide an updated lens and structure to this component of our district.  
 
The proposed Director of Communications position is currently titled Public
Information Specialist. The proposed Website and Social Media Coordinator is currently 
titled Web Communications Specialist. To move the Website and Social Media 
Coordinator role to full time from half-time, we are reducing a non-instructional role in our 
Print Shop function to part-time. 
 
As you see in the documents, I am proposing that the Website and Social Media 
Coordinator position report directly to the Director of Communications position and not the 
superintendent.  
 
I look forward to our conversation this Monday. 
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Job Title: Director of Communications   Effective Date:  
 
Reports to: Superintendent     Department:  Central Office  
              
Job Summary:  The Director of Communications is responsible for developing and maintaining a 
proactive, strategic and comprehensive communications program that is aligned with and supportive of 
the district’s mission and goals. The Director of Communications oversees all internal and external 
communications, including digital communications and social media, maintains ongoing relationships with 
key district constituents and provide communications and public relations guidance to district leadership 
team. 
              
Qualifications: 

*Education: Bachelor’s degree in a field of public communications; Master's preferred 

 *Experience: Minimum of 5 years of experience in a public communications position 
   Experience in K-12 public education preferred, but not required 
    

*Skills: Excellent written skills 
 Excellent verbal skills  
 Excellent interpersonal skills 
 Excellent communication skills 
 Experience speaking to multi-generational, demographically diverse audiences 

Speech writing 
Excellent editing and proofreading skills 

 Knowledge of Associated Press (AP) style required 
 Social media 
 Supervisory experience 
 Ability to perform well within the dynamics of a rapidly changing and diverse 

environment 
 Excellent customer service skills 
 Excellent project management and organizational skills 
 Website content management 
 Word processing 
 Desktop publishing 
 Must be self-directed and adept at working in an interdependent organizational 

culture 
 Photography skills preferred 

              
Essential Duties and Responsibilities:   

1. Lead and work collaboratively as part of the Communications team. 
2. Supervise and provide guidance to Website and Social Media Coordinator and semester interns. 
3. Collaborate with Superintendent regarding communications strategies for district initiatives. 
4. Serve as district liaison for Board Subcommittee for Communications. Work with committee chair 

and Superintendent to develop agendas, schedule meetings and report back to Subcommittee. 
5. Attend board meetings, work sessions and all affiliated meetings; compose associated press 

releases and give interviews on site when requested, manage follow-up with media. 
6. Advise district administrative staff regarding internal and external communications. 
7. Assist District Strategic Planning team to develop communications plan for strategic plan. 
8. Oversee and implement district rapid notification system as a tool for communicating with 

parents, faculty/staff, and students. 



	  

	  

9. Collaborate with Website and Social Media Coordinator on social media campaigns. 
10. Coordinate and update district-wide communication materials and activities, including local 

advertising, a regular newsletter and other feature stories via local media. 
11. Establish and maintain connection with local realtors; regularly update a new resident guide for 

distribution through realtors. 
12. Serve as primary district-wide media liaison; develop and maintain positive working relationships 

with local media representative to enhance SCASD coverage in the public media.  Be available 
for media interviews (TV, radio, newspaper and websites) when requested. 

13. Establish and maintain working relationships with community leaders, service organizations, 
municipal officials, other local schools and agencies. 

14. Serve on district and community committees, including, but not limited to, Crisis Communications, 
Emergency Management, Infectious Hazards Planning Group, Communities that Care 
Partnership. 

15. Support Development Officer with communications regarding district-wide giving opportunities. 
16. Publicize and promote achievements of district students, faculty, and staff, as well as programs 

and activities.  Attend events and capture photographs/video for public distribution; collect event 
information and associated photos/videos from faculty, staff and students for distribution. 

17. Conduct periodic assessment of SCASD communication activities. 
18. Actively pursue professional development and maintain membership in state and national school 

public relations associations. 
 

Ancillary Duties:   
1. Any other duties as assigned by supervisor. 

              
Physical Demands:  
Sedentary Work – Exerting up to 10 pounds of force occasionally, and/or a negligible amount of force 
frequently or constantly to lift, carry, push, pull or otherwise move objects.  Sedentary work involves 
sitting most of the time.  Jobs are sedentary if walking and standing are required occasionally, and all 
other sedentary criteria are met. 
 
Check the essential physical requirements of the job:   
X  Visual acuity (color, depth perception and field of vision)  
X  Seeing X  Hearing X  Talking 
X  Climbing X  Balancing X  Stooping 
X  Kneeling X  Crouching X  Reaching 
X  Standing X  Walking X  Pushing 
X  Pulling X  Fingering X  Grasping 
X  Tactile sense X  Repetitive motions 
 
Infrequent Lifting: 50 lbs.  75 lbs.  100 lbs. 
Floor to Waist:       x                               
Waist to Shoulder       x                               
Overhead       x                               
Carry 20 feet        x                               
                
Work Environment:  Typical office environment 

Daily/weekly travel between district buildings and community events, as 
necessary 

 Expected to be outside for district and community functions and activities when 
necessary 

 Subject to inside environmental conditions 
              
Temperament:   Must possess excellent interpersonal skills 
   Must be cooperative, congenial, and service-oriented 
   Must be able to work in an environment with frequent interruptions 
 
 
 



	  

	  

              
Cognitive Ability:   Ability to follow written and verbal directions 
   Ability to read, write and perform math 
   Ability to communicate effectively 
   Ability to organize tasks 
   Ability to handle multiple tasks 
   Ability to exercise good judgment 
              
Specific Skills:  Excellent written skills 
   Excellent verbal skills 
   Excellent interpersonal skills 
   Excellent communication skills 
   Word processing 
 
 
 
 
 
I have read and understand the job description for this position.  I am able to perform the 
functions of the position (without accommodation or with reasonable accommodation). 
 
              
  (Signature)        (Date)  
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Job Title: Website and Social Media Coordinator  Effective Date:  
   
Reports to: Director of Communications   Department:  Central Office  
              
Job Summary:  Manages the functionality and content of the District’s websites and social media sites to 
engage, build and improve relationships with internal and external stakeholders.  Writes content.  
Produces and aligns website management and social media with broader marketing and communications 
strategies.  Manages all internal and external updates and requests for website and social media sites. 
 
Assists in preparing eNewsletter, publications, and provides writing support for communications efforts.  
Manages the timeliness, appropriateness, and effectiveness of content on the district website and related 
sub-sites, and ensures that web content is current, relevant, and optimized for search engines. 
 
Responsible for the district’s social media and online presence and the responsibilities include managing 
each social media channel by updating the accounts with relevant articles, photos, events, and videos.  
Important to maintain a consistent district voice throughout all communications and respond thoughtfully 
to inquiries or complaints that arise from social media correspondence. 
              
Qualifications: 

*Education: Bachelor’s degree in Communications, Marketing, English, Journalism, Technical 
Writing or related field. 

 *Experience: Minimum of 3 years of experience in a public communications position 
   Experience in K-12 public education preferred, but not required 

Professional experience in content creation, copyediting and writing 
   Minimum of 2-3 years of experience writing for the web 
   Experience working with a content management system 
   Basic HTML programming skills a plus. 
   Experience with social media and search engine optimization (SEO) 

Position requires the ability to attend occasional evening meetings or conference 
calls. 

    
*Skills: Candidates must have strong communication skills and a solid understanding of 

content management systems; excellent writing editing and proofreading abilities; 
the ability to multitask while remaining accurate, efficient and deadline-oriented; 
and have experience in maintaining and writing content specifically geared 
toward the Web.  Knowledge of AP style is required. 

 In depth social media experience 
 Digital photography skills 
 Website and graphic design skills 
 Understanding and ability to employ Web Content Accessibility Guidelines 

(WCAG) 2.0  
 Understanding of Google Analytics, and how to use analytic data to improve 

website visibility and traffic 
 Successful project management and organizational skills 
 Ability to organize vast amounts of content into logical groupings 
 Must be self-directed and adept at working in an interdependent organizational 

culture. 
 
 
 
 



	  

	  

              
Essential Duties and Responsibilities:   

1. In concert with communication director, develop and execute digital communications strategies 
that support the district, schools, programs and other activities.  This would include, but not be 
limited to the website, social media, eNewsletters, etc. 

2. Develops, designs, implements and maintains the District Internet website. 
3. Ensures that the website contains fresh, relevant and compelling content.  This position works 

closely with the director to ensure consistency with district comprehensive plan. 
4. Assist with the implementation of various district-wide strategic public information and marketing 

objectives. 
5. Develop the district’s electronic communications plan in collaboration with the director of 

communications.  Oversee the development and maintenance of the district-wide Web site, 
working with school web editors, computer services, and the content management system 
provider to provide up-to-date, appropriate content, and user-friendly design. 

6. Prepare and maintain regular monitoring and measurement reports including local page traffic, 
current content audit results and best practices and ideas. 

7. Develop and implement periodic satisfaction surveys of district electronic communications. 
8. Develops and presents staff development opportunities and trainings on use of content 

management system.  Provide support, planning and resources for all SCASD webmasters and 
designated SCASD employees. 

9. Tracks, reports and evaluates usage of the website and social media and recommends 
improvements to increase effectiveness. 

10. Research and make recommendations regarding the use of new media, including social media, 
blogs, wikis, streaming video, YouTube, etc. 

11. Responsible for keeping the communication director informed as to the latest developments in 
new media, as well as measurements.  Stay up to date on the web’s latest technologies and 
make sure the site and its products are always mobile-friendly and multi-platform ready. 

12. Serve as a resource for graphic design needs on an as-needed basis.  Assists with production of 
collateral items as appropriate standards, including the design, layout and approval process. 
 

Ancillary Duties:   
1. Any other duties as assigned by supervisor. 

              
Physical Demands:  
Sedentary Work – Exerting up to 10 pounds of force occasionally, and/or a negligible amount of force 
frequently or constantly to lift, carry, push, pull or otherwise move objects.  Sedentary work involves 
sitting most of the time.  Jobs are sedentary if walking and standing are required occasionally, and all 
other sedentary criteria are met. 
 
Check the essential physical requirements of the job:   
X  Visual acuity (color, depth perception and field of vision)  
X  Seeing X  Hearing X  Talking 
X  Climbing X  Balancing X  Stooping 
X  Kneeling X  Crouching X  Reaching 
X  Standing X  Walking X  Pushing 
X  Pulling X  Fingering X  Grasping 
X  Tactile sense X  Repetitive motions 
 
Infrequent Lifting: 50 lbs.  75 lbs.  100 lbs. 
Floor to Waist:       x                               
Waist to Shoulder       x                               
Overhead       x                               
Carry 20 feet        x                               
                
Work Environment:  Typical office environment 

Subject to inside environmental conditions 
Daily/weekly travel between district buildings and community events, as 
necessary 
 
 



	  

	  

 
              
Temperament:   Must possess excellent interpersonal skills 
   Must be cooperative, congenial, and service-oriented 
   Must be able to work in an environment with frequent interruptions 
              
Cognitive Ability:   Ability to follow written and verbal directions 
   Ability to read, write and perform math 
   Ability to communicate effectively 
   Ability to organize tasks 
   Ability to handle multiple tasks 
   Ability to exercise good judgment 
              
Specific Skills:  Excellent written skills 

 Excellent verbal skills  
 Excellent interpersonal skills 
 Excellent communication skills 
 Word processing 
 Data management 
 Website management 
 Desktop publishing skills a must 

 
 
I have read and understand the job description for this position.  I am able to perform the 
functions of the position (without accommodation or with reasonable accommodation). 
 
              
  (Signature)        (Date)  
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