
GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 

 

JOB TITLE: PROGRAM ADMINISTRATOR II – MARKETING 

 

GENERAL STATEMENT OF JOB 

 

With supervision, performs responsible professional work in the District Relations Department. 

Work involves developing and implementing an effective, innovative integrated marketing 

communications plan that provides marketing support at both district and school levels.  Works 

collaboratively with district leadership, school and department leaders to analyze needs, 

determine goals and implement integrated marketing campaigns and activities that support the 

district’s educational goals. Supports school marketing initiatives by contributing to the creation, 

development, planning and implementation of marketing campaigns. Reports to the Director of 

Communications.   

 

 

SPECIFIC DUTIES AND RESPONSIBILITIES 

 

ESSENTIAL JOB FUNCTIONS 

 

Plan and implement comprehensive social media, content, relationship, paid media and direct 

marketing campaigns.   

 

Use research and data to drive marketing strategies and decisions. 

 

Exhibit knowledge of common marketing research and evaluation techniques. 

 

Create attractive, engaging and appropriate graphic materials (print and electronic) to support 

district and school-based marketing plans. 

 

Work with schools to assist them with developing, implementing and updating marketing 

strategies to promote and increase awareness of, and enrollment in, individual schools and 

various programs. 

 

Work closely with the English as a Second Language (ESL) Department for the translation and 

production of marketing pieces. 

 

Maintain a good working relationship and collaborate with district administrators and occasional 

non-district individuals in the development of marketing plans promoting or explaining a 

targeted program, event or project, and ensure the execution of these plans. 

 

Manage the writing, design, production and/or distribution of marketing materials and collateral 

such as brochures, presentations, flyers, and multi-media programs. 

 

Recommend creative strategic initiatives and activities for social media executions in support of 

district marketing objectives and school based campaigns. 
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Assist in creation, editing and proof reading the district’s publications for accuracy and aesthetic 

appeal. 

 

Measure the efficiency and effectiveness of marketing activities; prepare monthly social media 

calendar for messaging across different social channels. 

 

Develop and maintain the district’s marketing portfolio which includes but is not limited to 

graphic files, photographs and videos.  

 

Strong writing and editing skills a must. 

 

ADDITIONAL JOB FUNCTIONS 

 

Maintain district website content as designated. 

 

Monitors school based social media websites for trends and compliance. 

 

Performs other duties assigned by the Superintendent, Chief of Staff and Director of 

Communications.  

  

Performs other related work as required.  

 

MINIMUM TRAINING AND EXPERIENCE 

 

Bachelor’s degree in education, public relations, journalism, communications, marketing or a 

related field.   Five to seven years of program coordination experience preferred; or any 

equivalent combination or training and experience which provides the required knowledge, skills 

and abilities.   Bilingual in English and Spanish a plus. 

 

 

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED 

TO PERFORM ESSENTIAL JOB FUNCTIONS 

 

Physical Requirements: Must be physically able to operate a variety of equipment including 

computers, facsimile machines, audio-visual equipment, copiers, calculators, etc. Must be 

physically able to operate a motor vehicle. Must be able to exert up to 10 pounds of force 

occasionally, and/or a negligible amount of force constantly to lift, carry, push, and pull or 

otherwise move objects, including the human body. Light Work usually requires walking or 

standing to a significant degree. 

 

Data Conception: Requires the ability to compare and/or judge the readily observable, 

functional, structural or composite characteristics (whether similar or divergent from obvious 

standards) of data, people or things. 
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Interpersonal Communication: Requires the ability to speak and/or signal people to convey or 

exchange information. Includes giving instructions, assignments or directions to subordinates or 

assistants.  

 

Language Ability: Requires the ability to read a variety of correspondence, reports, forms, 

billing statements, evaluations, etc. Requires the ability to prepare correspondence, reports, 

forms, evaluations, budgets, etc., using prescribed formats and conforming to all rules of 

punctuation, grammar, diction, and style. Requires the ability to speak before groups of people 

with poise, voice control and confidence. 

 

Intelligence: Requires the ability to apply principles of logical or scientific thinking to define 

problems, collect data, establish facts, and draw valid conclusions; to interpret an extensive 

variety of technical instructions in mathematical or diagrammatic form; and to deal with several 

abstract and concrete variables. 

 

Verbal Aptitude: Requires the ability to record and deliver information, to explain procedures, 

to follow oral and written instructions. Must be able to communicate effectively and efficiently 

in Standard English. 

 

Numerical Aptitude: Requires the ability to utilize mathematical formulas; to add and subtract; 

multiply and divide; utilize decimals and percentages; and to apply the principles of statistical 

inference. 

 

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 office equipment.  

 

Manual Dexterity: Requires the ability to handle a variety of items such as office equipment 

and hand tools. Must have minimal levels of eye/hand/foot coordination. 

 

Color Discrimination: May require 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 

emergencies. 

 

Physical Communication: Requires the ability to talk and 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 

 

Demonstrate knowledge of all facets of effective marketing campaign planning, execution and 

evaluation. 
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Knowledge of current marketing and promotional processes for research, budgeting, tactics, 

needs assessment, and analysis. 

 

Knowledge of advertising creative development and media buying. 

 

Knowledge of current social media sites, trends, promotion, and best practices to increase 

engagement. 

 

Ability to respond effectively to short notice demands, manage multiple priorities, and re-

prioritize following interruption of workflow.  

 

Working knowledge of public school environment. 

 

Advanced skills in writing, editing, and proofreading for a variety of audiences.  

 

Professional customer service skills. 

 

Strong oral, written, and interpersonal communication skills. 

 

Ability to draft materials on a wide range of topics. 

 

Ability to facilitate work with a wide range of individuals and groups from culturally diverse 

publics. 

 

Advanced detail-orientation skills. 

 

Advanced problem-solving skills. 

 

Ability to establish and maintain relationships with district, school and department leaders. 

 

 

 

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 this 

job. 


