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JOB TITLE: Communications Specialist    STATUS: Exempt  

    

REPORTS TO: Executive Director of Communications  TERMS: 230 Days/ Non-contract 

         

DEPARTMENT: Communications    PAY GRADE: AB103   

 

 

PRIMARY PURPOSE: 

To support the communication functions of the District. To provide support to the executive director of 

communications through public information, public relations and media relations. To assist in the 

dissemination of information in all forms to the staff and community.  

 

QUALIFICATIONS: 

Education:  

Bachelor’s degree 

 

Special Knowledge/Skills: 

Demonstrate strong written and oral communication skills 

Previous exposure to news media, proofreading, editing and basic interviewing skills 

Demonstrate strong photography skills 

Proficient in Associated Press (AP) writing style 

Experience using social media platforms including Facebook, Twitter, Instagram and Hootsuite 

Knowledge of graphic design and publication/print software, including but not limited to Adobe Photoshop 

and Adobe InDesign 

Ability to research and interpret topical information with limited timelines 

 

Experience: 

Two years successful experience in journalism, public relations, communications or related field 

Experience as an intern may be considered 

 

MAJOR REPONSIBILITIES AND DUTIES: 

 

1. Write and design district communications materials for internal and external newsletters, press releases and 

other district publications to generate positive media coverage. 

 

2. Assist the executive director of communications with electronic communications, speeches, district 

presentations and correspondence. 

 

3. Lead all facets of the District’s presence on social media, including maintenance of the content calendar, 

planning and development of social media campaigns and monitoring feedback and comments. 

 

4. Photograph campus/district events, as assigned. 

 

5. Write, edit and prepare assigned publications of the district and assist campuses and departments in the 

development of communication materials for newsletters and websites. 

 

6. Serve as liaison in between communications department and campus communicator network. 

 

7. Assist with district events coordinated by the communications department such as service awards and 

student/staff recognition nights.  

 

8. Assist the executive director in responding to media inquiries. 

 

9. Use effective communication strategies in dealing with staff, parents, community, and news media. 

 

10. Articulate the district’s mission and goals to the public. 
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11. Create informative materials for bond elections, tax ratification elections and other district campaigns or 

initiatives. 

 

12. Perform other duties as assigned. 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals; 

camera(s), video cameras; desktop publishing software 

Posture: Prolonged sitting; occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse; occasional reaching 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

Environment: May work prolonged or irregular hours 

Mental Demands: Work with frequent interruptions; maintain emotional control under stress 

 

 

The foregoing statements described the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties and skills that may be required. 

 

I understand the responsibilities and duties required for this position as outlined above. 

 

 

________________________________________ 

Printed Name 

 

 

_________________________________________ 

Signature 

 

 

________________________________________ 

Date 

 

 


