Middleton-Cross Plains Area School District
FUNCTIONAL JOB ANALYSIS AND DESCRIPTION

JOB TITLE:  EDUCATION FOUNDATION/COMMUNICATIONS SPECIALIST

JOB SUMMARY:  

The Education Foundation/Communications Specialist will assist the school district in maximizing all students’ learning by developing internal and external relationships that foster positive communication.  This person provides leadership, direction and coordination for all fundraising strategies and activities connected to the Education Foundation.  Reports directly to the superintendent and coordinates with building administration, parent fund raising groups and community groups.  Leads a comprehensive development program for the Foundation including all related activities such as major gifts, annual giving, alumni/parent affairs, planned giving, special events, public relations, and corporate and foundation giving.

QUALIFICATIONS:

Required:
· Knowledge and expertise in computer applications such as desktop publishing, word processing, and web site maintenance.
· Ability to work under pressure to meet strict deadlines.

· Ability to work under minimal supervision.

· Ability to define problems, collect data, perform research, establish facts, and draw valid conclusions.

· Occasional evening and weekend commitments.

· Valid driver’s license.

Preferred:

· Bachelor’s degree in Communications, Public Relations, Journalism, or related field OR three or more years experience in Public Relations or Communications.

· Experience in a school setting.

· Experience working with a Foundation.

PRIMARY FUNCTIONS:  

· Coordinate education foundation meetings and strategic plan.

· Write grants consistent with education foundation responsibilities.

· Plan, manage, and develop fundraising campaigns for district education foundation.

· Develop long term relationships with potential donors and business partners.

· Prepare and/or edit organizational publications for internal and external audiences, including employee newsletters, parent newsletters, citizen newsletters, and other specialized reports.

· Study the objectives, promotional policies and needs of organizations to develop public relations strategies that will influence public opinion or promote ideas and strategic directions.

· Coach leaders in effective communication with the public and with employees.

· Oversee, edit, and coordinate district website.

· Write, edit, and otherwise prepare print materials, including, but not limited to, news releases, reports to the public and/or internal clients, solicitations for involvement, welcome packets, marketing tools, and newsletters.

· Disseminate district level information to the public.

· Design and implement an annual communications plan, which includes strategic improvements and marketing.

· Develop, maintain, and facilitate the district crisis communication plan.

· Advise and train employees on effective communication practices and policies including copyright.

· Develop and facilitate a district Communications Committee that has representation of all stakeholders.

· Manage and coordinate internal communications.

· Manage and coordinate effective two-way communications with external organizations.

· Create opportunities for feedback from the community.

· Ensure a consistent district image is maintained in all communication.
ASSOCIATED FUNCTIONS:
· Assumes all other duties as assigned by the Superintendent.

TYPICAL CHARACTERISTICS OF PRIMARY FUNCTIONS:
(Based on percentages, measured in terms of frequency:   Occasionally = 0‑33%, Frequently =34‑66%, Constantly= 67‑100%) 

PHYSICAL:
This is a light job which involves exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.  This job involves sitting, with a need to move about for significant periods of time.  Reaching, handling objects and papers and fine manipulation are al performed frequently.  Communications, both verbally and auditory, are constantly utilized.  Near acuity is frequently utilized.

KNOWLEDGE, SKILLS, AND ABILITIES:
· Ability to organize and establish priorities.

· Ability to make reasonable, independent judgments and decisions.

· Ability to edit written materials with a high degree of accuracy and to create a powerful and clear message.

ENVIRONMENT:
This job is performed primarily inside with frequent need to go to meetings outside the building in the district schools. 
EDUCATION FOUNDATION/COMMUNICATION SPECIALIST

APPLICANT:

I have reviewed the above job description and analysis and understand the requirements of this position.

__________
Initial here

After reviewing the above analysis, I hereby certify that:

I am able to perform all of the primary functions required of this position.

__________Yes
__________
No

If no, which primary functions would you have difficulty performing (please list):

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Are there any reasonable accommodations that could be made that would allow you to perform the primary functions above?

__________Yes
__________
No

If yes, please describe:

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________

Applicant Signature







Date

________________________________________________________________________

Interviewer Signature







Date

