
JOB DESCRIPTION

POSITION TITLE

Communications Specialist
REPORTS TO:

Media Relations

PRIMARY FUNCTION: 


The focus of this position is three-fold: 1) to generate stories and content for the college website; 2) to act as the editor of the college’s monthly electronic newsletter for alumni and parents of current students (E-Newsletter); 3) to serve as editor of the alumni section of St. Olaf Magazine (Alumni World). This person also serves as an overall communications specialist: copywriting, writing news releases, and copy-editing web- and print-based material. Additionally, the position serves as a flexible, all-purpose writer and editor, including print and web publications, for the Marketing-Communications Department.

AREAS OF RESPONSIBILITY:

Copywriting and copyediting. This position will serve as an all-around writer and copyeditor for print, web and other marketing materials. Both journalistic-style writing, copywriting and proofreading will be required. This position will also direct student writers, assigning stories, editing their work and posting it the news website. 

E-Newsletter. This position serves as the communications liaison, content editor and general reporter for the college’s electronic newsletter which promotes college news on a monthly (September through May) basis. This position collaborates with Media Relations and the web editor/designer.

Alumni World Section Editor. This position also produces the Alumni World section of St. Olaf Magazine, collaborating with the editor of St. Olaf Magazine, with the in-house graphic designer of that section, and with the Office of Alumni and Parent Relations to create content that is lively, timely and readable.

Campus Reporter. Be visible on campus by attending functions and setting up regular meetings with faculty, staff, students and others. Propose and write stories stolaf.edu and other print and web publications. 
SUPERVISORY RESPONSIBILITIES: 
Gives student writers daily/story work direction.

CONTACTS:
Director of Marketing-Communications, Marketing Communications team, Alumni and Parent Relations office, the greater alumni community and the St. Olaf community.
EDUCATION: 
Essential:
Bachelor of Arts or Science degree in a related field of study


Desirable:
Prefer a liberal arts college experience.

EXPERIENCE:
Essential:
Minimum three years of writing and editing experience. 


Desirable:
In-depth knowledge of the St. Olaf College community; journalistic writing for the web and/or copywriting; experience with photography and video.

KNOWLEDGE, SKILLS, ABILITIES (all are equally important):

· Effective verbal communication skills with the public and a proactive approach to meeting new people. The ability to communicate with a wide range of people of varying experiences, lifestyles and ages.

· Strong writing, editing, copywriting, and proofreading skills for both web- and print-based materials.

· Excellent project management skills; ability to multi-task, work under pressure, and meet deadlines.

· Be creative, energetic, focused, flexible, and detail-oriented.

· Possess web site/page management skills; experience with Dreamweaver software or working knowledge of HTML is a plus.

· Strong news judgment – an ability to find stories and people on campus that will interest alumni for the e-newsletter and magazine.

· Teamwork is essential; must possess a collaborative work style.

· Must be able to accommodate evening and weekend hours as needed to complete assignments as required.

· Familiarity with Associated Press style.

PHYSICAL DEMANDS:
Computer usage is heavy. 

WORKING ENVIRONMENT:
Office is located in Skifter Hall on the St. Olaf campus.
WORK SCHEDULE:
FTE (Full-time Equivalent): 1.0


Includes regular office hours (8 a.m. to 5 p.m.) with evening and weekend hours as position requires. 

APPROVAL: 
Janet Kringen Thompson

DATE:




August 2007

