
Job Title: Marketing and Communication Director  
Status: Exempt/Full-Time  

Pay: Salary  
Reporting Official:  Superintendent 
Classification: Type II 
 

The marketing and communication director serves as a team member within the Admissions Office and in coordination with the administrative 
staff. The main objective of this position is to both maximize a strategic marketing plan that focuses on attracting mission appropriate families 
as well as retaining currently enrolled families and communicate internally and externally  
 
This position will take a leadership role in marketing and communication needs of the school through a variety of mediums including web, 
print, electronic news and social media, in order to achieve enrollment and retention goals. This individual shall be spiritually mature and shall 
reflect the purpose of the school, which is to honor Christ at all times. 
 
 

REQUIRED SPIRITUAL QUALITIES 
 

▪ Acknowledge Christ as Savior and seek to live life as His disciple. Share the Christian faith with others. Have a Christ-centered home. 
▪ Believe the Bible to be the inspired, the only infallible, authoritative, inerrant Word of God—our standard for faith and practice.  
▪ Demonstrate a desire for spiritual growth as evidenced by his or her prayer life, Bible study, and spiritual outreach to others. 
▪ Actively participate in a local Bible-believing church. Have a conviction that God has called them to Christian school ministry. 
▪ Sign and live by the school’s lifestyle statement (attached) as a condition for employment and continued employment in this ministry. 
▪ Memorize and help fulfill the school’s mission statement by recognizing the role of parents as primarily responsible before God for their 

children’s education and be prepared to assist them in that task. Believe and actively support the school’s statement of faith (attached). 
 

SPIRITUAL LEADERSHIP  
 

▪ Reflect the purpose of the school which is to honor Christ in every activity. 
▪ Integrate Biblical principles and Christian philosophy of education throughout all activities. 
▪ Evidence the fruit of the Spirit in dealing with people. 
▪ Counsel students, teachers, and parents from a biblical point of view. 
▪ Involve parents in prayer and volunteerism as appropriate. 
▪ Be a model of God’s ideal for leaders. Demonstrate leadership and facilitative skills. 

 

 
PROFESSIONALISM  

 

▪ Very knowledgeable of the school’s history, curriculum, standards, and Christian mission. 
▪ Follow the Matthew 18 principle in dealing with conflict with students, parents, staff, and administration.  
▪ Be a Christian role model in attitude, speech, and actions toward others (Luke 6:40). This includes being committed to God’s biblical 

standards for sexual conduct. (Romans 1:18-32) Ensures the work environment is Christian-based, nurturing, wholesome, and loving.                                             
▪ Respectfully submit and be loyal to constituted authority. 
▪ Model good attendance. Attend work regularly and arrive punctually.                                                                                   
▪ Demonstrate the character qualities of enthusiasm, courtesy, flexibility, integrity, gratitude, kindness, self-control, perseverance, and 

punctuality. Meet everyday stress with emotional stability, objectivity, and optimism.  
▪ Display friendliness and a good sense of humor. Display courtesy and patience in dealing with others. 
▪ Maintain a personal appearance that is a Christian role model of cleanliness, modesty, and good taste consistent with school policy. 
▪ Maintain high standards of ethics, honesty, and integrity in all personal and professional matters. 
▪ Collaborate effectively with colleagues on a wide range of tasks. Contribute to team projects.                                                                              
▪ Informs administration in a timely manner if unable to fulfill any assigned duty.  
▪ Actively pursue professional development opportunities. Obtain and maintain ACSI certification.   
▪ Demonstrate the importance of discernment, discretion, and confidentiality concerning the sharing of information.  
▪ Deal directly and frankly with the school administration in an earnest effort to resolve differences of opinion when they exist. 
▪ Use acceptable English in written and oral communication and speak with clear articulation. 
▪ Demonstrate a commitment to and support of diversity by complying with SACS’ EEO policies, regulations, and procedures.  
▪ Be open to new ideas, initiatives, and concepts in education. Recognize your own mistakes and take measures to correct them. 

 

 
ACADEMIC AND CULTURAL SUPPORT 

 

▪ Attend staff meetings and training programs as deemed necessary by the school administration. 
▪ Participate in the school’s development programs and activities in areas of constituency relations, fundraising, and student recruitment 

and retention. 
▪ Represent the school and its philosophy, leaders and curriculum in a favorable and professional manner to the school family and the 

general public. 
▪ Participate in beginning-of-year staff orientation, staff devotionals, staff meetings, and parent/teacher fellowship meetings. 
▪ Supervise extracurricular activities, organizations, and outings as assigned. 
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ESSENTIAL JOB FUNCTIONS 
Administrative Leadership 
 

▪ Collaborate with Administration team to implement marketing strategy to meet or exceed enrollment/retention and school-wide goals. 
▪ Partner with our contracted marketing firm to implement and track our enrollment growth goals through an inbound and word of mouth 

marketing strategy. 
▪ Work with the administration team to communicate internally and with the enrollment management team in communicating externally. 
▪ Become and maintain knowledge in FACT (school CRM) and proficient in HubSpot (website and CRM) through continuous online 

and conference training.  
▪ Function as webmaster and web content manager through HubSpot platform.  
▪ Recruit volunteers for event participation. Understand supervision and lead in a positive manner. 
▪ Direct and facilitate the use of staff and volunteers who are capable of a support role in school development.  
▪ Meet with colleagues to ensure coordination of programs and prompt problem resolution. 
▪ Work effectively with a team and independently as needed to support the group effort. 
▪ Provide a good learning environment by keeping proper discipline on the school premises. 
▪ Report to the appropriate individuals any campus safety, health, and maintenance needs that are observed. 
▪ Perform other tasks and assumes such other responsibilities as the Superintendent may assign.  

 
Administrative Support 

▪ Provide support for the school’s social media and online marketing presence for all SACS constituents including daily posting and 
monitoring. 

▪ Provide creative support for school publications that will include writing, graphic design, and video. 
▪ Provide writing support for a variety of communication vehicles, including but not limited to website, educational publications, and 

school-wide email communication.  
▪ Assist with photography/video needs that include photographing subjects or events for daily web features, school events, and annual 

giving pieces.  
▪ Create and send out the Weekly Roar information. 
▪ Identify and resolve any issues with communication. 
▪ Helps to implement communication strategies. 
▪ Provides support to programs and internal teams.  
▪ Draft and edit communications copy. 
▪ Update databases and media lists.  
▪ Facilitate effective internal communications.  

 
Safety 

▪ Do not allow unauthorized people in the buildings after hours. Be vigilant for strangers entering the school, and politely offer 
assistance.  

▪ Ensure those entering the school state their business and notify an administrator if someone seems suspicious. 
▪ Know and follow the procedures for issues of an emergency nature.  
▪ Assist with required emergency safety drills in coordination with school leadership. 

Telephone and E-mail Etiquette 
▪ Receive incoming calls and distribute caller to appropriate extensions. Use established procedure to transfer calls staff extensions or 

voice mail. Notify administrative staff regarding phone calls or appointments.  
▪ Make phone calls on behalf of the administration as directed. Check and respond to voice mail and school e-mail regularly. 

                                                                                
PROFESSIONAL QUALIFICATION 

 

▪ Bachelor’s degree with 2+ years of experience in marketing, communications, social media, graphic design, and/or public relations 
preferred.   

▪ Strong communication and interpersonal skills and written communication skills.  
▪ PC proficient with knowledge of standard software, including Word, Excel, PowerPoint, and Outlook. General working knowledge of 

spreadsheet software and database entry, e-mail, and working knowledge of the Internet. 
▪ Proficient in basic video editing software. 
▪ Expertise in design/publication platform such as Illustrator or InDesign. 
▪ Expertise in managing social media platforms and optimizing skills. 
▪ Detail -oriented with sensitivity to deadlines and priorities. 
▪ Able to handle multiple projects independently and collaboratively.  
▪ Be willing to participate in continuing opportunities that will increase proficiency and job skills. 
▪ Have reliable transportation to and from work. 
▪ Be at least 24 years of age and pass a criminal background check. 
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Physical Requirements to fulfill the 

Essential functions of  Marketing and Communications Director 

               FREQUENCY OF REQUIRED EXPOSURE/USE 
    

WORKING ENVIRONMENT SELDOM FREQUENT DAILY 

OUTDOOR DUTY   X   

COLD (50 °F or lower) X     

HEAT (90 °F or higher) X     

CHEMICALS/SOLVENTS/GAS X     

NOISE   X   

HIGH STRESS     X 

CLIMBING STAIRS     X 

STANDING     X 

SITTING     X 

WALKING     X 

RUNNING X     

KNEELING X     

BENDING 
 

 X   

REACHING OVER SHOULDER   X   

REACH CHALKBD HEIGHT   X   

PUSHING X     

PULLING X     

MOVING HEAVY ITEMS       

LIFTING/LOWERING:       

Up to 20 lbs     X 

Up to 50 lbs   X   

More than 50 lbs X     

LIFTING OVER SHOULDER:       

Up to 20 lbs     X 

Up to 50 lbs   X   

More than 50 lbs X     

CARRYING:       

Up to 20 lbs     X 

Up to 50 lbs   X   

More than 50 lbs X     

OPERATE MACHINERY       

TELEPHONE     X 

COPIER/PRINTER     X 

COMPUTER/TABLET     X 

AV EQUIPMENT 
 

   X 

OTHER REQUIREMENTS       

ON-TIME ARRIVAL     X 

REGULAR ATTENDANCE     X 

SUMMON EMERGENCY HELP X     

APPLY CPR/FIRST AID X     

LEAD FIELD TRIPS X     

COMMUNICATE DATA     X 

PREPARE REPORTS     X 

DRIVING 
 

 X   

Date job description last reviewed: 9/3/2020 

Reviewed by: 
 

HR 

 


