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GODDARD USD 265 

CLASSIFIED JOB DESCRIPTION 

 

POSITION:     Director of Community Relations 

 

REPORTS TO: Superintendent or designee 

 

EVALUATED BY: Superintendent or designee 

 

TERMS OF EMPLOYMENT:  Classified Position  

12-month contract 

 

PURPOSE OF POSITION: Facilitates communication throughout the 

school district to generate a climate of 

understanding of the district’s ongoing 

mission to provide each student with a 

world-class education. This position requires 

good interpersonal, marketing, and 

community relations skills, along with the 

ability to easily adapt to complex situations. 

 

ESSENTIAL DUTIES: 

 

1. Upon direction from the Superintendent serves as an information liaison between 

the school district staff and the community, and media 

2. Advises the Superintendent on probable public relations consequences relating to 

changes in existing programs and policies and other matters related to assigned 

responsibilities 

3. Maintains open lines of communication with community stakeholders 

4. Communicates effectively with all stakeholders through the use of social media 

and other electronic communication tools 

5. Provides prompt responses to requests for information about the district, its 

policies and its programs 

6. Provides means for clear communications with patrons, staff and students 

including responsibility for the district website, preparation of newsletters, 

brochures, and other publications, taking photographs of district events, 

developing news releases, and developing and maintaining positive media 

relations  

7. Establishes systems for reporting school news and encourages the continued input 

from schools for communication with community 

8. Prepares reports as requested for administrative team and Board of Education 

concerning plans and procedures to facilitate communication with internal and 

external public. 
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9. Serves as liaison with potential students and their families, arranging and 

conducting tours of buildings, providing information about the district, and 

marketing the district 

10. Works with Superintendent, Board of Education and community committees in all 

phases of preparation for bond issues projects for the school district 

11. Supervision of community relations department staff (webmaster/graphic arts 

specialist, receptionist, printing specialist)  

12. Stays abreast of professional practices in the community relations/school public 

relations field through participation in state and national public relations 

associations 

13. Performs such other tasks and assumes such other responsibilities as the 

Superintendent directs. 

14. Will assist the Superintendent in advocating for public education in Kansas 

 

 

REQUIRED QUALIFICATIONS: 

 

1. Professional degree and/or experience in community relations  

2. Strong marketing background required 

3. Strong electronic communication and social media skills 

4. Experience in media relations 

5. Excellent skills in grammar, writing, communications and interpersonal skills 

 

 

ATTENDANCE REQUIREMENTS: 

 

 Time as required to perform the job successfully. Schedule may be altered 

depending upon the critical nature and/or emergency circumstances of the job. 

Sick day and vacation day allowances as stated in the district employee 

handbook. 

 

PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 

 

1. Manages all job duties with mobility, agility and dexterity to access files, data 

input, file, use classroom and media equipment, type, word process, maintain 

records 

2. Moderate environmental conditions and noise levels. May be required to wear 

protective equipment including gloves for exposure control under limited 

circumstances 

3. May include prolonged sitting or standing; physical exertion to manually move, 

lift, carry, pull or push heavy objects or materials 

4. May include some travel 
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PERFORMANCE STANDARDS / EVALUATION: 

 

1. Must support district mission, goals and objectives 

2. Must demonstrate proficiency in ability to gather information to produce excellent 

school district publications 

3. Must demonstrate knowledge and ability to use office, classroom, and media 

equipment and Microsoft Office software 

4. Communicates effectively with all stakeholders through the use of social media, 

electronic communication, and other communication tools 

5. Must demonstrate good interpersonal skills 

6. Must demonstrate good communication skills 

7. Must meet all safety requirements as directed by the district 

8. Must meet standards for essential function in a time-sensitive manner as 

determined by the Superintendent of Schools 

9. A performance evaluation will be conducted according to district policy by the 

employee’s supervisor or their designee 
 

 

 

 

 I understand the job description that I have read and can comply fully with all 

requirements. 
 

 

___________________________________________  ______________ 
          Employee’s Signature      Date 

 

 

___________________________________________  ______________ 
        Superintendent of Schools      Date 

 


