COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
ASSISTANT DIRECTOR OF MARKETING AND PUBLIC RELATIONS

PAY GRADE:
P-11
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:

To assist the director in the development and implementation of a marketing, public relations and information program for the college.

PREREQUISITES FOR POSITION (Qualification Standards):

I
Education or training: Bachelors degree required from an accredited college or university, in public relations or a related field, i.e., marketing, journalism or communications.  Masters degree preferred, 

2.
Years of experience in field: Two years of experience in a related communications or publications field required, with previous experience with an educational institution preferred.

3.
Special skills or abilities related to position: Positive human relations skills.  Ability to establish working relationships with employees and the public.  Knowledge of community college operations and services.  Knowledge of modern communications techniques, including photography and graphics.  Proficiency in business English, grammar, spelling and usage.  Knowledge of public relations principles and techniques.  Knowledge of research and editing techniques used in publications.  Public speaking skills.

ESSENTIAL JOB FUNCTIONS:
1. Assist the Director of Marketing and Public Relations as assigned with the operation of the department.

2. Supervise the Information Center Staff and its operations.

3. Direct the supervision and training of interns and part-time staff.

4. In the absence of the director of marketing and public relations, attend meetings and serve as public information liaison to the media.
5. Take an active role in the initiation, design, writing and editing of copy for feature articles, news releases and announcements and their subsequent dissemination and /or publication.
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ESSENTIAL JOB FUNCTIONS: (Continued):

6. Assist in the preparation of specifications, including bids, for college publications.

7. Coordinate the production schedules and coordinate recurring and special publications (such as the college catalog), as authorized by the President.

8. Assist with the production and serve as assistant editor of the college magazine.

9. Assist with the management and oversight of the college website usability, functionality, navigation and design.
10. Be prepared to change tasks or handle situations that the Director of Marketing and Public Relations or Vice President of Institutional Advancement thinks appropriate for this position and/or are necessary for the proper functioning of the department.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment. 

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Ocala Campus

SUPERVISOR OF POSITION:

Director of Marketing and Public Relations
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