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Job Description 
 

 
Job Title                           Director of Marketing and Public Relations 
Job Class:               Professional 
Department:                     Administration 
Reports To:                      Vice President of Institutional Advancement 
FLSA Status:                    Exempt / Grade 14 
Prepared By:                    Vice President of Institutional Advancement 
Prepared Date:                7/30/2018 
Approved By:                    
Approved Date:               

 
 
SUMMARY:  Reporting to the Vice President of Institutional Advancement, the Director of Marketing and 
Public Relations will be responsible for developing and implementing all aspects of the communications strategy 
for the institution, in support of the College’s mission, including advertising, public relations, media relations, 
publications, graphic design, and digital marketing including website development and social media. 

 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  
Develops and executes an integrated marketing and communication plan as well as initiatives to position the 
College strategically with its diverse constituents and ensure that the College mission is reflected in all marketing 
and communications. 
 
Manages and executes advertising, public and media relations, publications, the website, and electronic 
communications. Works closely with Admissions, Academics, Foundation, Workforce Development, as well as 
external partners, to develop and execute marketing and communications plans and strategies to attract and retain 
students. 
 
Develops public relations and media strategy to expand coverage in local/regional markets, develops strong 
media relationships and oversees media outreach including the coordination, preparation, and distribution of 
press releases on behalf of Washington State and its programs. 
 
Implements and maintains image and branding strategies and standards to develop awareness of the College and 
its mission.  Advises campus departments on the use of the brand. 
 
Works collaboratively with administration and departmental staff to provide design oversight and produce a 
variety of publications and electronic communications both in house and using external partners.   
 
Provides content for college-related stories for website, media releases, social media and newsletters which 
include interviewing both internal and external stakeholders. 
 
Under the supervision of the Vice President of Institutional Advancement and in consultation with Senior 
Leadership, serves as the official college spokesperson to the local media.  When appropriate, coordinates the 
College's response and messaging for crisis communications. 
 
Collaboratively develops, maintains, and supervises the institution’s web site, including site mapping and 
content. Responsible for evaluating website effectiveness including search engine optimization and web 
analytics. 
 
Oversees College-wide social media strategy, including, but not limited to, Facebook, Twitter, LinkedIn, and 
YouTube. 
 
Conducts market research to establish the appropriate marketing mix for the College’s demographics in addition 
to tracking/reporting results of advertising campaigns and related initiatives. 
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Enhances communications to alumni and friends through work on a variety of Foundation and alumni relations 
projects, including newsletters, electronic communications, fundraising solicitations, event invitations, and more. 
 
Works with a variety of campus constituents to develop effective internal communication materials and 
strategies.  Fosters a collaborative relationships with faculty, staff, and administration. 
 
Serves as an adjunct instructor for the College providing instruction in digital marketing and related topics with 
an emphasis on student success. 
 
Prepares and administers the annual budget for Marketing and Communications. 
 
Serves on college committees as assigned. 

 
 

 
QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
EDUCATION and/or EXPERIENCE: 
Bachelor’s degree in public relations or related field. Minimum 3 years relevant experience with 5+ years preferred.  
Master’s degree preferred.  Computer skills and experience including word processing, spreadsheets, database 
administration, and desktop publishing skills.  Experience and skills in writing (including news writing), ad design, 
marketing, photography and multimedia. 
 
LANGUAGE SKILLS: 
Exceptional verbal and written English communication skills.  Ability to effectively communicate (in one-on-one 
or group settings) with diverse constituencies both inside and outside the college.    
 
MATHEMATICAL SKILLS: 
Competency in basic accounting. 
 
REASONING ABILITY: 
Ability to multi-task, prioritize work load, set up/maintain databases, generate reports as requested, and set and 
reach goals.  Make decisions during an emergency based upon the College Emergency Plan in order to provide 
effective communications throughout campus and with the public.  Analyzes submitted materials, data, and 
problems and makes timely routine decisions within the scope of the duties of the position; exhibits flexibility and 
willingness to learn; deals professionally with unexpected situations and frequent interruptions.  Ability to cope 
with stressful circumstances and to cordially interact with coworkers to accomplish common tasks. Exhibits a 
willingness to assume additional duties; seeks the guidance of supervisor prior to beginning an unfamiliar 
assignment unless otherwise instructed. 

 
 
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
Ability to properly and safely use general office equipment and travel throughout campus.  Requires physical 
effort of varying degrees to operate photographic and multimedia equipment such as digital camera, overhead 
projector, Proxima.  Requires ability to project voice in a manner easily understood by the target audience; 
requires extended periods of time seated at the computer preparing public relations information; mental stress 
from constant interruptions and deadline pressures.  Requires ability to move about campus and to offsite 
locations.   Position performed primarily in a well lit environmentally controlled office.  Environment in off-site 
location varies by location. 
  
SUPERVISORY RESPONSIBILITIES: 
Supervises Graphics/Web Design Coordinator.  May also supervise freelance talent, interns or work-study 
students. 
 


