
JOB DESCRIPTION

POSITION TITLE

Associate Director of Marketing and Communications 

for Media Relations



REPORTS TO:

Director of Marketing and Communications

PRIMARY FUNCTION: 
Develop and implement a comprehensive media relations program. Promote the college by pitching stories and cultivating strong working relationships with local, regional and national media. Lead the effort to generate dynamic news and home page web content; supervise the Communications Specialist. Help develop and maintain positive town-gown relations with the Northfield community. Serve as photographer for Marketing and Communications.
AREAS OF RESPONSIBILITY:


1. 
Research, write, edit, and distribute general news articles, press releases, media advisories and editorials. Maintain a proactive presence on campus to determine college-related stories that might be of interest to media, and pitch those stories on a daily basis. Compose stories and press releases about St. Olaf events and accomplishments and post same at stolaf.edu.

2. 
Work with the Director to shape media relations strategy. Serve as media spokesperson for the college, as required.

3.
Develop and cultivate relationships with local, regional and national journalists. Field journalists’ inquiries and assist in organizing interviews of faculty and administrative representatives. Monitor regional and national news trends.

4.
Edit the news portion of stolaf.edu and collaborate with the Communications Specialist to develop and maintain dynamic content. Assign web- and news-release-related writing projects to the Communications Specialist as appropriate.

5.
Promote the college to the Northfield community. Help identify and participate in local initiatives to foster positive town-gown relations. Edit and produce the Posten newsletter.

6.
Serve as photographer for Marketing and Communications team.

7.
Write and/or edit copy for college publications or the Web as needed. 

8.
Serve as a member of the department leadership team. Advise and provide support for the Director; contribute to various special initiatives as requested. Represent the department and Director at meetings and events as necessary.
SUPERVISORY RESPONSIBILITIES: 
Supervise the Communications Specialist position.

CONTACTS:
In addition to contact with local and national media, regular interaction with Marketing and Communications staff, faculty, other administrative staff and students.

EDUCATION: 
Essential:
Bachelor of Arts degree.


Desirable:
Degree in journalism, public relations or communications.

EXPERIENCE:
Essential:
3–5 years in the communications, public relations or journalism fields, including: writing on deadline; solid fact-finding, research and interview skills; copy editing for style and content; computer-based production skills.


Desirable:
Experience writing for the Web, an eye for reader-friendly design, public speaking and presentation skills, some supervisory experience.

KNOWLEDGE, SKILLS, ABILITIES:

Thorough knowledge of St. Olaf academic programs, culture and people (including students, faculty, staff, alumni). Ability to write for and edit print and web materials. Working knowledge of digital photography. Familiarity with current events, plus local and regional media. Good people skills.

PHYSICAL DEMANDS:


WORKING ENVIRONMENT:
Generally indoors, except for outdoor events requiring photos or media assistance. 
WORK SCHEDULE:
FTE:
1.0 

Term:
Full Year

Shift: 
Campus office hours (some evening and weekend hours required)


APPROVAL:                                                
Director of Marketing-Communications
DATE:




April 2008

