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Berrien Regional Education Service Agency

Job Description
Title:


Communications Supervisor
Reports to:

Superintendent 
Date Approved:

November 2018
Qualification Requirements:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  
Education and/or Experience:

Minimum of a Bachelor’s Degree with an emphasis in journalism and communications.  
Successful experience in the field of marketing, public relations or journalism preferred. 
Supervises:

Printer

Communications Assistant 

Essential duties and Responsibilities:

· Provide communication services for Berrien RESA and its affiliated programs in the areas of public relations, marketing, advertising, publishing, social media and graphic design

· Assist in the conception and development of communication activities/strategies in support of the District’s strategic plan goals

· Write and edit documents, talking points, press releases, brochures and publications 
· Coordinate/produce alternative communication for the District (podcasts, radio commercials, videos, etc.)

· Provide assistance to the Superintendent regarding special and student event coordination, the creation of special reports, legislative initiatives, marketing tools and Board of Education projects

· Assist District staff with special projects specifically in regard to event planning, marketing, advertising, document creation and overall organization

· Provide counsel to the Superintendent, Board of Education and staff on the appropriate media messages and venues most likely to ensure successful programs and campaigns

· Responsible for establishing and maintaining relationships with area media outlets

· Work to develop, maintain and protect the integrity of the District’s brand

· Provide communication and graphic design support to local districts 
· Supervise and evaluate the Print Shop and the Communications Assistant
· Responsible for developing and managing the Communication Office and Print Shop budgets

· Oversee the Berrien RESA website and social media technologies to ensure functionality and that the content matches the brand and the mission of the District

· Provide support to District staff relative to quality control (meeting District standards as established by the Superintendent) for District sponsored activities

· Work to coordinate and support a common outreach plan to establish/strengthen relationships with community partners

· Actively participate in regional and/or state-wide projects to strengthen the District’s brand in the education community

· Regular and predictable attendance

· Other duties as assigned by the Superintendent

Knowledge, Skills and Abilities:

· Demonstrated verbal and written communication skills
· Ability to effectively manage assigned budget and assigned personnel
·  Proficient in advanced desktop publishing and web-based content management systems
· Ability to accurately interpret data
· Strong organizational, communication, public relations and interpersonal skills
· Ability to perform duties with awareness of all district requirements and Board of Education policies
Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
While performing the duties of this job, the employee is regularly required to stand, walk, sit and talk or hear.  Specific vision abilities required by this job include close vision, distance vision and depth perception.
Terms of Employment:
This is a twelve month position.  Salary and benefits as established by the Board of Education.
Evaluation:


Performance of this job will be evaluated by the Superintendent.
Reviewed and agreed to by:                                                                             
 __________________                       

Incumbent



Date
Approved by:                                     ____________                                        
__________________                       











Date
The information contained in this job description is for compliance with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by the individual currently holding this position and additional duties may be assigned.  Job descriptions are not intended as and do not create employment contracts.  The organization maintains its status as an at-will employer.  
