
 

 

 
GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 

 
JOB TITLE: COMMUNICATIONS MANAGER 

DISTRICT RELATIONS DIVISION 
 

GENERAL STATEMENT OF JOB 
 
With minimal supervision, performs effective, innovative and responsible professional work to 
support the overall communications efforts of the District Relations Division and Guilford 
County Schools. Work involves strategizing, crafting and delivering internal and external 
communications on a variety of topics and issues, being sensitive to the needs of the audience 
and intent of the message, and designing programs that increase awareness, shape 
perception/opinion and influence behavior. Position takes a lead role in developing and 
executing internal and external communication plans and initiatives, and supports the division’s 
media relations efforts as needed. Evaluates the work performance of social media staff.   
Reports to the Director of Communications.  
 

SPECIFIC DUTIES AND RESPONSIBILITIES 
 

ESSENTIAL JOB FUNCTIONS 
 
Supervise the Social Media position and working together, create, research, develop and write 
accurate, informative, compelling and persuasive content that may be used across a wide variety 
of platforms, including but not limited to print and digital formats, social media, websites, video, 
mobile applications and emerging technologies as well as special events, face-to-face 
(interpersonal) and small/large group presentations. 
 
Lead cross-departmental teams to plan and execute major district events for internal and external 
audiences. Skills and expertise required include designing events to meet and/or further 
communications goals and objectives and working with multiple GCS departments as well as 
internal and external volunteers, donors and VIPs.  
 
Represent GCS and GCS District Relations at internal and external meetings and events.  
 
Working with the Director of Communications, develop content and present professional 
development sessions to build principal and internal employee capacity regarding effective 
employee communication, customer service, marketing, media relations, social media outreach, 
public engagement and related topics.  
 
Serve as the primary marketing liaison for schools and departments, including magnet schools, 
career and technical education, academically gifted, diversity office, character development and 
facilities and construction, among others.  
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Serve as the department’s lead consultant on employee communications and advisor to schools 
and departments in event planning, employee engagement and external communications. Lead 
and facilitate Internal Key Communicators meetings and workshops and other initiatives 
designed to strengthen employee grassroots communication efforts and employee 
ambassadorship on behalf of GCS.  
 
Serve as the lead for writing board comments for Superintendent and Board Chair. 
 
Manage employee recognition campaigns (web, social media, print, GCSTV, website and 
community partners, Celebration of Excellence, among others) at the district level. Work with 
the Director of Communications to secure sponsors and donations, and manage communications 
with these groups/individuals to coordinate and maintain programs’ success, visibility and 
sustainability. Coordinate and execute internal and external recognitions for twice-monthly 
Board of Education meetings. 
 
Assist GCS leadership council and school support officers in their outreach and communication 
efforts to parents and the community. 
 
Stay abreast of new research, strategies, tactics, tools and best practices in employee 
communications, school marketing, crisis communications, public engagement and related areas 
to build and maintain support for GCS and public education. Apply research and best practices to 
GCS communications.  
 
Assist with press conferences and media relations as needed.  Assist with the GCS media line as 
necessary, fielding calls, coordinating and shaping interviews and stories, and placing GCS news 
stories in local, state and national outlets. 
 
Provide communications support in crisis/emergency situations.  Assist with crisis 
communications and school-based communications on issues and incidents as needed. 
 
 
ADDITIONAL JOB FUNCTIONS 
 
Help maintain district’s contact databases. 
 
Represent department and district at community and professional meetings. 
 
Assist with communication and management of distribution of materials to students. 
 
Perform other related work as required.  
 
 

MINIMUM TRAINING AND EXPERIENCE  
 
Bachelor’s degree in public relations, communications, journalism or a related field and 
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experience in public relations, community relations, communications, partnership development, 
fundraising or graphic design. Three to five years of experience preferred.  

 
MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED  

TO PERFORM ESSENTIAL JOB FUNCTIONS 
  

Physical Requirements: Must be physically able to operate a variety of automated office 
machines and equipment including computers, copiers, facsimile machines, calculators, cameras, 
etc. Must be able to exert up to 50 pounds of force occasionally, and/or up to 10 pounds of force 
frequently, and/or a negligible amount of force constantly to move objects. Physical demand 
requirements are for Light to Medium work.  
 
Data Conception: Requires the ability to compare and/or judge the readily observable, 
functional, structural, or composite characteristics (whether similar to or divergent from obvious 
standards) of data, people or things.  
 
Interpersonal Communication:  Requires the ability to speak and/or signal people to convey or 
exchange information. Includes giving instructions, assignments and/or directions to assistants or 
subordinates.  
 
Language Ability: Requires the ability to read press releases, correspondence, reports, forms, 
invoices, news articles, manuscripts, etc. Requires the ability to prepare press releases, speeches, 
correspondence, reports, forms, brochures, requisitions, etc., using proper format. Requires the 
ability to talk to people with poise, voice control and confidence.  
 
Intelligence: Requires the ability to apply rational systems to solve practical problems and deal 
with a variety of concrete variables in situations where only limited standardization exists; to 
interpret a variety of instructions furnished in oral, written, diagrammatic or schedule form.  
 
Verbal Aptitude: Requires the ability to record and deliver information, to explain procedures, 
to follow oral and written instructions. Must be able to communicate efficiently and effectively 
in standard English.  
 
Numerical Aptitude: Requires the ability to utilize mathematical formulas; to add and subtract 
totals; to multiply and divide; to determine percentages and decimals; and to apply the principles 
of statistics.  
 
Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and shape.  
 
Motor Coordination: Requires the ability to coordinate hands and eyes rapidly and accurately 
in using automated office equipment.  
 
Manual Dexterity: Requires the ability to handle a variety of office equipment. Must have 
minimal levels of eye/hand/foot coordination.  
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Color Discrimination: Requires the ability to differentiate between colors and shades of color.  
 
Interpersonal Temperament: Requires the ability to deal with people beyond giving and 
receiving instructions. Must be adaptable to performing under stress and when confronted with 
persons acting under stress.  
 
Physical Communication: Requires the ability to talk and/or hear: (talking: expressing or 
exchanging ideas by means of spoken words; hearing - perceiving nature of sounds by ear). Must 
be able to communicate via telephone.  

 
 

KNOWLEDGE, SKILLS AND ABILITIES  
 
Considerable knowledge of the principles and practices of journalism, public relations, 
community relations, marketing, parent engagement, public engagement, social media outreach, 
database marketing and partnership building, including but not limited to AP Style, and 
digital/social/new and emerging digital media communication techniques.  
 
General knowledge of School Board policies, educational communications and school public 
relations. 
 
General knowledge of the needs of key publics within GCS and the Guilford County 
community.  
 
General knowledge of computer software applications used in the maintenance of Internet and 
Intranet Websites, social media outreach, electronic communications and database marketing, 
online research and other information technologies. 
 
Ability to write, research, develop, execute and evaluate comprehensive communication/public 
relations/marketing plans. 

Skill in developing analyzing various communications research techniques, including but not 
limited to public opinion polls, online surveys, readership evaluations, social media metrics, 
media relations metrics and related areas. 
 
Ability to conceptualize, develop, research, write and produce various publications with 
compelling content and design on a timely basis; e.g. newsletters, news releases, annual reports, 
information magazines, etc.  
 
General knowledge of photography, art/design, video production, printing production, digital 
communications production, as well as Web design and content.  
 
Ability to use a variety of office technologies and software packages including word processing, 
relational databases, presentation, video editing, online surveys, finance/spreadsheets, etc.  
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Ability to establish and maintain moderately complex records and files, and to prepare reports 
from such data.  
 
Ability to communicate effectively in writing as well as verbally in a variety of settings from 
one-to-one to small group and large group presentations.  
 
Ability to plan and coordinate group activities and special events.  
 
Ability to exercise independent and professional judgment and initiative in applying standards to 
a variety of work situations.  
 
Ability to establish and maintain effective working relationships with other employees, parents, 
media representatives, community leaders and the general public.  
 
 

DISCLAIMER  
 
The preceding job description has been designed to indicate the general nature and level of work 
performed by employees within this classification. It is not designed to contain or be interpreted 
as a comprehensive inventory of all duties, responsibilities, and qualifications required of 
employees to this job.  
 


