
  

 
 
 

 
 

District Communications & Marketing Coordinator 
 

  This position reports to the Superintendent and is assigned the responsibility of providing leadership and support in 

communications and marketing to creatively achieve KTC’s mission and goals.  This will include, but is not limited to, 

providing overall guidance and coordination of KTC’s communications and marketing to internal and external target 

audiences.  

 

DUTIES & RESPONSIBILITIES: 

Duties & responsibilities are not all inclusive, but may include the following: 

 

 Coordinate and assess the effectiveness, development and production of all advertising and promotional materials 

for the district including press releases, brochures, newsletters, displays, web pages, social media, information 

directories and other similar tools to improve the reach and impact of internal and external communications. 

 Develop and implement a comprehensive District Communications and Marketing Plan to increase brand 

awareness, visibility and image of KTC’s district, services and employees. 

 Serve as the district liaison between the district office, campuses and marketing and media professionals. 

 Coordinate and administer marketing/media programs and conduct in-service training for faculty and staff at all 

campus sites on media, marketing and communication related topics. 

 Organize and set up displays and/or promotional booths at career fairs, community events and other informational 

events within the KTC catchment area. 

 Assist campuses in developing radio scripts and television advertisements to enhance the interest of internal and 

external stakeholders. 

 In cooperation with the Information Systems Coordinator and Campus Directors, assist in the monitoring and 

maintenance of the KTC website content and social media sites to ensure feasibility and functionality in relation 

to enhancing district communications and marketing.  

 Serve as the lead point of contact and spokesperson with the media.   

 Prepare briefing materials for meetings, press interviews, etc. 

 Provide training on media interviewing and presentation skills for key KTC staff. 

 Be involved in community organizations to maximize KTC’s visibility and open lines of communication. 

 Prepare an annual budget for district marketing and communications expenditures. 

 Maintain a current inventory of equipment and tools, to include its original cost, condition, and location. 

 Assume other duties, assignments and responsibilities as necessary to accomplish the strategic goals of the 

district. 

 

Incumbents in this position should possess strong communication skills, organizational skills, and the ability to coordinate 

multiple projects concurrently with minimal supervision, and to effectively present information and respond to questions 

from district staff, marketing professionals, and the general public. This position must also possess the ability to work well 

with KTC faculty and staff.  Attend work regularly following a designated work schedule.  Must be able to work extended 

hours and additional days/evenings as required by position responsibilities. 

 

Education and Experience: Minimum requirements consist of a Bachelor’s Degree, Master’s Degree preferred, in the 

area of communications, marketing, or equivalent.   Three (3) years’ experience in communications, marketing or media 

communications is preferred.  

SPECIAL REQUIREMENTS: Incumbents must be willing and able to perform all job-related travel normally 

associated with this position.  Some light to moderate lifting may be required.      
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