
ADVANCEMENT
COMMUNICATIONS SPECIALIST

Role Description

QUALIFICATIONS: 1. Bachelor's degree preferably in Communications or related field (PR,
Marketing, Journalism, etc.)

2. Strong working knowledge of video editing, social media
management, website management, media relations, and publication

3. Excellent written and verbal communication skills, detail-oriented
with the ability to multitask

4. Excellent computer skills required; strong photography and video
editing skills preferred

5. Proficient in Adobe Premiere, Adobe InDesign,  and Adobe
Photoshop

6. Maintain a high level of accuracy, grammar, and professionalism
7. Proficient in both English and Spanish (preferable)
8. Some nights and weekends required
9. Working knowledge and understanding of brand management

preferred

REPORTS TO: The Communications Specialist reports directly to the Director of
Communications.

JOB GOAL: Responsible for project management and the day-to-day workflow of
marketing materials. Ensure all work is produced based on strategy,
budget, and timeline. The Communications Specialist will play an
integral part in developing and executing marketing plans to reach our
targets, from brand awareness to event promotion.

RESPONSIBILITIES:
1. Promote and advance the mission of Belen Jesuit Preparatory School via social

media, traditional media, the school website, the alumni magazine, President’s
Report, and other communications outlets

2. Photograph and video Belen Jesuit events/activities, and edit photos/videos for
publication

3. Write informative stories and social media posts about Belen Jesuit
students/staff/alumni and the community as a whole

4. Interact with media outlets and outside constituencies to promote Belen Jesuit,
and monitor the media and social media landscape



5. Engage students, staff, coaches, parents, alumni to assist with Belen Jesuit
communications

6. Support the fundraising events of the school

FUNCTIONS:
1. Design the layout and assist in overseeing the production of the President's

Report and Belen Jesuit Magazine
2. Create targeted video campaigns throughout the year
3. Assist with proofreading as needed
4. Help promote and market all fundraising events
5. Help design banners, ads for program books, program book layout, sponsorship

and auction forms, etc.
6. Work with event committees to develop ideas and create content promoting

signature events
7. Create program books for fundraising events
8. Serve as a resource for registration/checkout at fundraising events
9. Help support the Business partners and sponsors:

a. Ad design
b. Fulfillment of sponsorship package
c. Serve as a point of contact

EVALUATION:
The Communications Specialist will be evaluated annually by the Director of Communications.
The evaluation will be based on the Communications Specialist’s self-evaluation, the
characteristics of Jesuit education, and the responsibilities listed above.


