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Job Title: Director of Public Relations and Marketing 
Department: Institutional Advancement 
Reports to: Vice President for Institutional Advancement 
Status:  Full-time employment, exempt (salaried) position 
 
SUMMARY: 
  
Oversee the institution’s public relations, marketing, and communication plans and strategies to build 
and strengthen the university’s role and reputation.  Communicate the university’s mission to internal 
and external audiences.  Broaden the institution’s visibility to effectively position it for market 
leadership, accelerate awareness, drive demand, create heightened momentum, and position the 
institution to fulfill its mission.  
 
Job responsibilities will vary depending on needs, but essential responsibilities include the following: 
 

1. Write, edit, and/or curate strategic and tactical communications for print and digital materials in 
the form of press releases, feature articles, publications, email, and web.      

2. Manage media relations, event communication, media presentations. Help identify, develop, 
and execute a media strategy that reflects the institution’s mission and vision. Write news 
releases according to Associated Press style and coordinate production and distribution of news 
to media and constituents. Track and analyze media coverage. 

3. Direct social media strategies. Create relevant content for various institution constituencies. 
Monitor social media sites and respond as necessary. Identify new ways to leverage social media 
for recruiting and advancement purposes. 

4. Oversee PR projects and events, including planning, workflow management, and logistical 
coordination. 

5. Develop, implement, evaluate, and refine a comprehensive marketing strategy designed to help 
the university advance and achieve key institutional goals.  

6. Determine sustainable and effective ways to work with departments across campus to help 
them build high-quality, targeted, affordable, and on-brand marketing and communication 
efforts to reach their specific needs within the university’s overall marketing strategy. 

7. Build creative briefs, marketing plans, and other guiding documents that set the goals and 
objectives for each campaign/project that outline and track a clear set of deliverables. 

8. Develop and coordinate digital and print advertising strategies and manage vendor 
relationships. 

9. Build a culture of collaboration with internal partners and university administration. 
10. Establish, nurture, and maintain positive external relationships with individuals, businesses, and 

community-based organizations that support the university’s outreach efforts. 
11. Secure affordable and effective marketing opportunities for the university by developing solid 

relationships and partnerships with available outlets. 
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12. Oversee website content strategy and optimize web pages for search (SEO). 
13. Monitor institutional messaging and provide writing, proofreading, and editing as needed.  
14. Plan and conduct market research. 
15. Collect key performance measures and analytics to evaluate effectiveness of strategy. 
16. Represent the university at events and functions on campus, community, regional, and national 

levels as required and appropriate. 
17. Serve in consultation on crisis management. 
18. Serve as part of the PR/Marketing and Advancement team and assist with other projects as 

needed including writing, marketing, website, video, photography, and design. 
19. Oversee the budget and expenses associated with the university’s public relations and 

marketing efforts. 
20. Serve on various committees and other institutional administrative duties appointed by the Vice 

President. 
 
Requirements:  

• Bachelor’s degree and at least 5 years of experience in related field 

• Excellent writing and editing skills in AP and MLA style 

• Knowledge and experience with social media as a public relations and marketing channel 

• Computer proficiency in Microsoft Office Suite, Photoshop experience a plus 

• Good work ethic, self-driven, proactive 

• Strong organizational skills for multiple projects and deadlines 

• Good interpersonal skills and demonstrated customer service orientation 

• Excellent critical thinking skills and ability to use discretionary judgment 

• Ability to work independently and meet deadlines while handling multiple projects  

• Demonstrated ability to work effectively both independently and as part of a team 

• Openness to direction and positive attitude 

• Ability to function well as part of a team 

• Christian commitment and lifestyle consistent with Milligan University mission and goals 
 

 

 


