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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION: DIRECTOR OF PUBLIC RELATIONS AND MARKETING COMMUNICATIONS
1.00 
GENERAL STATEMENTS

1.01 POSITION SCOPE
a. The Director of Public Relations and Marketing Communications at Allen Community College is responsible for developing, implementing, and managing comprehensive communications strategies that enhance the institution’s brand, promote its academic programs, and strengthen community engagement. This role integrates public relations, marketing, and digital communications to support student recruitment, foster community partnerships, and ensure a consistent, positive institutional image.
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship: President
b. Function/Category of Position: Administration
c. Length of Contract: 12 months 

2.02
Supervision

a. Supervision Received: 
The Director of Public Relations and Marketing Communications reports directly to the President.
b. Supervision Exercised:  
The Director of Public Relations and Marketing Communications will supervise others in the area.


2.03 Key Areas of Responsibility

a. Strategic Planning & Execution:
1. Develop and implement an annual, integrated marketing and communications plan that aligns with the College’s strategic objectives.

2. Establish clear public relations goals and metrics to advance the College’s mission and evaluate campaign effectiveness.
b. Communications Management:
1.
Oversee all internal and external communications, including press releases, newsletters, annual reports, advertising materials, social media content, website updates, and other digital or print collateral.

2.
Ensure all communications maintain consistency, accuracy, and adherence to the College’s branding guidelines.

c. Media & Public Relations:
1. Serve as a key spokesperson for the College, managing media relations and representing Allen Community College at public events and forums.
2. Coordinate and execute public relations events and special projects that promote the College’s achievements and initiatives.
d. Digital & Social Media Oversight:
1. Collaborate with marketing staff to manage the College website and digital marketing initiatives.
2. Oversee creating and curating multimedia content, including graphic design, photography, videography, and social media campaigns.
e. Sponsorship and Event Management:
1. Identify, negotiate, and manage sponsorship opportunities to support college events, programs, and initiatives.

2. Plan, coordinate, and execute various college events, such as groundbreaking ceremonies, promotional events for new services, educational programs, equipment unveilings, and building dedications.

3. Serve as the primary “go-to” contact for key events, including welcome ceremonies and other high-profile campus functions.

f. Budget & Vendor Management:
1. Serve Develop, manage, and monitor the marketing and communications budget.

2. Negotiate and manage contracts with external vendors for printing, design, advertising, and market research to ensure cost-effective practices.
g. Research & Analytics:
1. Conduct audience and market research to identify emerging trends and measure the impact of communications strategies.
2. Provide regular reports to senior leadership on key performance indicators and strategic insights.
h. Additional Duties:
1. Attend meetings, workshops, and professional development sessions as required.

2. Maintain a flexible schedule to accommodate events and deadlines, including occasional evening or weekend activities.

3. Uphold all federal, state, and local laws, regulations, and institutional policies.

2.04 Position Requirements and Qualifications

a. Education:
1. Bachelor’s degree in Public Relations, Marketing, Communications, or a related field is required.
2. A Master’s degree is preferred.
b. Experience:
1. A minimum of 3–5 years of progressively responsible experience in public relations, marketing, or communications, with demonstrated management or supervisory experience.
2. Proven success in developing and executing integrated marketing and public relations campaigns.
c. Skills and Abilities:

1. Excellent written, verbal, and interpersonal communication skills.
2. Advanced knowledge in digital marketing, social media management, graphic design, and multimedia production (photography and videography).
3. Strong leadership, project management, and strategic planning skills with the ability to manage multiple priorities in a fast-paced environment.
4. Proficiency in the use of relevant technology, digital tools, and integrated software systems.
5. Ability to work independently, exercise sound judgment, and collaborate effectively with diverse teams.
d. Work Environment and Physical Demands:

1. This is primarily office-based, with occasional travel required for events, meetings, and professional development. The role demands regular use of computers, phones, and other office equipment and the ability to participate in extended periods of standing or walking during campus events. 
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Allen Community College is committed to fostering an inclusive environment and welcomes candidates who can contribute to our institution's continued success and positive public profile.  

Allen Community College is an Equal Opportunity Employer.


