COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:

Coordinator - Marketing & Public Relations
PAY GRADE:

P-9
OVERTIME STATUS:
EXEMPT
MAJOR RESPONSIBILITY:
To help shape and properly convey the college’s image, both internally and externally through highly specialized work coordinating internal and external communications, news media contact and developing, creating, and editing  college publications. Provides limited graphic arts design and photography.
PREREQUISITES FOR POSITION (Qualification Standards):
1. Education or training:  Bachelor’s degree required or five years of relevant experience in the field. Valid Driver’s License required. 
2. Years of experience in field:  Two years of related experience required. Writing samples required and may include news releases, brochures, publications, advertisements and/or speeches. 
3. Special skills or abilities related to position:  Accomplished, versatile and creative writer and producer for a variety of print, broadcast and other forms of communication. Knowledge of communications, mass media practices, and advertising markets.  Creativity and ability to write well and quickly.  Desktop publishing skills.  Basic knowledge of Adobe PhotoShop software is required.  Excellent command of language, grammar, spelling and punctuation.  Strong proofreading skills and knowledge of Associated Press (AP) style guidelines necessary.  Must have ability to establish and maintain effective working relationships with employees, students, volunteers, professional contacts and the public.  Must handle multiple projects under deadline pressure.
ESSENTIAL JOB FUNCTIONS:

1. Provides marketing and public relations services, as needed, for all campuses, centers, departments, entities and personnel of the college.
2.
Serves as editor of the college employee newsletter including reporting approved actions of the District Board of Trustees meetings.
3.
Oversees the production of schedule guides as college marketing tools from concept to delivery. 
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ESSENTIAL JOB FUNCTIONS (continued):

4.
Writes, edits and coordinates the customized distribution of college news releases.  Handles ensuing media inquiries and requests to arrange interviews.
5.
Prepares speeches, introductions and miscellaneous narrative for college publications, remarks for the college president and other speakers as requested.
6.
Creates print and broadcast advertising concepts, copy and design and coordinates the placement with responsibility for maintaining exposure throughout the year within a significant and sizable budget.
7.
Provides creative writing, editorial, proofreading and design services and facilitates production of college publications such as catalogs, magazines, fliers, brochures, programs, handbooks, forms and certificates using AP style guidelines.  

8.
Serves as backup staff to the Information Center.
9.
Maintains the CF Style and Media Guide and conducts employee training sessions.

10.
Supports and coordinates with student affairs and alumni the college’s social networking sites to ensure responsible promotion of college messages.

11.
Assists with special events.

12.
Maintains college image through public speaking engagements.

13.
Assists with the management and oversight of the college website usability, functionality, navigation and design.

(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. 
· Ability to access file cabinets for filing and retrieval of data.
· Ability to sit at a desk and view a display screen for extended periods of    time.
· Ability to access, input and retrieve information from a computer.

· Ability to lift and carry 30 pounds.

ENVIRONMENTAL CONDITIONS:
· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
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PRIMARY LOCATION OF JOB:  
Building 40, Ewers Century Center – Room 103, Ocala Campus
SUPERVISOR OF POSITION:
 
Director of Marketing and Public Relations
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