
JOB DESCRIPTION

POSITION TITLE

Communications Assistant


REPORTS TO:

Associate Director of Marketing and Communications 

for Media Relations
PRIMARY FUNCTION: 
The communications assistant provides support for a number of department operations, including maintaining a publications production schedule and tracking production jobs, issuing hometown news releases, managing the master events calendar and promoting college events (both on and off campus), coordinating any advertising buys and payments, and maintaining the photo archive. The communications assistant also serves as office manager for the eight-person department.
AREAS OF RESPONSIBILITY:


1.
Maintain the publications production schedule. Log-in job requests, assign a production job number, and create a physical job file. Pull any previous files/information for the publication from past productions, as applicable. Meet weekly with production staff to monitor job progress. Track jobs in the system until completion.

2.
Prepare and process hometown news releases for media relations. Contact students for consent to publicize to the media their awards, honors, accomplishments, and participation in campus activities. Collaborate with the associate director for media relations on news release copy, obtain distribution lists from the registrar or academic departments, and disseminate releases to appropriate hometown media on a regular schedule.

3.
Manage the master events calendar and promote college events to the media and community. Approve events submitted to the master calendar for the college website, including changes, additions, and deletions, gathering additional information as necessary. Disseminate regular events calendar information to the local media and bring to the attention of the communications specialist longer-term calendar postings that might be highlighted by student writers in online stories. Compile the calendar of events for publication in the Posten community newsletter.

4.
Coordinate advertising contracts and payments. In close collaboration with the director, identify the advertising schedule for the Northfield News and Metro Lutheran, and determine deadlines for ad copy and layout. At the request of the Director, process invoices and oversee the implementation of national or regional advertising. Monitor ad placements and expenditures and assist with annual budget planning.

5.
Maintain and manage the department’s photo archives. Compile and categorize images for the photo archive. Maintain an organized system for identifying and extracting images for use in publications and on the website. Cull dated images and send to the college archives as appropriate.

6.
Assist with the dissemination of email newsletters and related communications. Working with the communications specialist and graphic design team, coordinate the distribution of alumni, parent, and development newsletters and mass email blasts. 
7.
Help administer the office budget. Prepare fiscal and other reports as necessary and process check requests and journal transfers. Serve as gatekeeper for departmental credit cards. Ensure that invoices are debited to the proper accounts. Generate expenditure reports as requested by the director.
8.
Perform general office administration. Facilitate the hiring of student workers and manage student timesheets/payroll. Work with mail houses on mail lists and postage checks for St. Olaf Magazine and other special mailings. Maintain office equipment, order supplies, and perform other office duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Collaborate in the hiring and daily work direction for student workers. Oversee and monitor payroll for approximately 10 student workers annually.

CONTACTS:
St. Olaf community, including students, faculty, staff, students, and alumni; vendors; the Northfield community and general public.
EDUCATION 
Essential:
Associate Degree.


Desirable:
Bachelor’s Degree.

EXPERIENCE
Essential:
1-3 years of experience in an administrative office support position or employment in the field of communications. Proven ability to meet deadlines and organize tasks.  


Desirable:
Experience in a higher education setting. 

KNOWLEDGE, SKILLS, ABILITIES: 

· Knowledge of St. Olaf College a plus

· Ability to judge and juggle priorities based on department expectations and deadlines. Must be highly organized and able to multi-task
· Willingness to interact with a variety of people, solve problems, and ask questions 
· Good oral communication skills; ability to deal with all contacts as listed above in a pleasant and effective manner 

· Advanced computer skills with both PC and Mac platforms. Software: MS Office Suite (Word, Excel, Access); Other software: Google Applications and Dreamweaver; HTML a plus

PHYSICAL DEMANDS:
n/a

WORKING ENVIRONMENT:
Normal office environment
WORK SCHEDULE:
FTE:
1.0 



Term:
Year-round position



Shift: 
Campus office hours (8 a.m.–5 p.m.)

APPROVAL:                                   
Steve Blodgett

Director of Marketing and Communications
DATE
May 2011

