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We help students find their purpose and realize their potential for tomorrow’s world.

Job Title				Marketing & Communications Coordinator
Office or Division:			MarComm/Experience
Reports To:				Director of Marketing & Communications 
Effective Dates: 			2021-2022 school year 
Job Posting Expiration Date:  	Friday, July 2, 2021 


Position Summary:

The marketing & communications coordinator is an integral member of the marketing & communications department, working alongside the director and associate director of marketing & communications to help achieve the team’s goals. This is a dynamic position with opportunities to strengthen skills throughout the spectrum of responsibilities, and opportunity to work on a diverse set of projects and mediums.


Key Responsibilities:
· Assist with the development of an annual admissions strategy in alignment with enrollment goals, and oversee the tactical execution of this strategy.
· Assist with the development of an annual development strategy in alignment with fundraising goals, and oversee the tactical execution of this strategy.
· Assist with the development of an annual advertising strategy for the school in alignment with brand messaging and strategic goals, and oversee the tactical execution of this strategy.
· Align brand voice and strategic goals through creative and consistent execution of a social media plan, actively engaging with followers on Instagram, Facebook, Twitter, and LinkedIn.
·  Provide brand guidance for internal and external parties, upholding brand standards.
· Oversee tactical execution for campaigns and deliverables outlined in the annual strategy and created in partnership with the admissions and development teams, and school-wide projects and events.
· Select, coordinate, and manage production with vendors for design, photography, web development, digital, print, and merchandise.
· Maintain brand messaging and voice through copywriting and editing support for print, web, and email for various projects.
· Ensure consistent and engaging communication through our regular digital newsletter to parents and caregivers.
· Oversee brand story on website, including regular maintenance and updates, special pages for events and campaigns, and form creation and management.
· Manage private photo sharing platform through photo/album/group/user management.
· Manage media opt-outs.
· Provide photography support as needed. Photograph school events and classroom activities.
· Oversee ordering of stationery, business cards, and other school collateral.​


 Qualifications:
· A bachelor’s degree
· Capable of independent and strategic thinking
· Ability to effectively communicate information and ideas in writing
· In-depth knowledge and understanding of social media platforms and trends
· Basic knowledge of design principles
· Basic photography skills
· Working knowledge of MailChimp and Drupal a plus
· Evidence of collaboration in a team culture
· Engaged, flexible, motivated, and results driven
· Excellent time-management and organizational skills
· Availability to work some evenings and weekends
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Qualified candidates should send materials by July 2 to Amanda Pierce, director of marketing & communications, at pierce@wellington.org. All candidates should include:

· Completed application 
· Cover letter 
· Resume 

We believe every person plays a role in making Wellington a diverse, equitable, and inclusive place to learn, teach, and work. We seek to attract culturally and academically diverse faculty and staff who thrive on being engaged participants in our vibrant, innovative educational community. We embrace diversity and do not discriminate on the basis of race, color, religion, gender, disability, sexual orientation, age, or national or ethnic origin in the administration of our admission policies, financial aid, or employment.
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