JOB DESCRIPTION TEMPLATE
Communications Director
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
The Communications Director serves as the strategic leader for all communications, public relations, and marketing efforts at the institution. The role is pivotal in shaping the institution's brand, enhancing its reputation, and ensuring consistent messaging across all channels, working collaboratively with academic, administrative, and external stakeholders to promote the mission, vision, and values.
Reporting to the Vice President of Marketing and Communications, it spans strategy, media, crisis communication, and digital presence. It is a senior communications role within the higher education sector.
Key Responsibilities
Strategy & Media Relations
1. Develop and implement comprehensive communication strategies to support institutional goals and enhance public perception.
1. Oversee university-wide messaging, ensuring consistency, clarity, and alignment with strategic priorities.
1. Serve as the primary point of contact for media inquiries, cultivating relationships with local, state, and national outlets and leading press releases, op-eds, and media briefings.
Crisis & Digital Communication
1. Lead crisis communication efforts, providing clear, effective messaging during uncertainty or emergency, and advise leadership on sensitive matters.
1. Oversee the institution's digital presence, including website content and social media, ensuring engaging and accurate representation.
1. Use analytics to measure the effectiveness of digital strategies and adjust tactics as needed.
Leadership & Engagement
1. Supervise and mentor a team of communications professionals, fostering a collaborative and innovative environment.
1. Work with leadership, faculty, and staff to identify storytelling opportunities that highlight academic and community achievements.
1. Build relationships with alumni, donors, and community partners, and represent the institution at key events and public forums.
Qualifications
Education & Experience
1. Bachelor's degree in communications, public relations, marketing, or a related field; master's preferred.
1. Minimum of seven to ten years of progressively responsible experience in communications, public relations, or marketing, preferably in higher education or a similarly complex organization.
Skills
1. Exceptional written and verbal communication skills, with strong leadership and team management abilities.
1. Proficiency in digital media tools, analytics platforms, and content management systems.
1. Crisis management experience and a proven ability to communicate effectively under pressure.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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