
 
Director of Communications 

Job Description 
 

General Description 
Job Summary: The Director of Communications supports the Head of School and Director of Development with 
schoolwide communications. As part of the Development team, this position works to ensure that all 
communication is distributed clearly and in a timely manner. The person is responsible for the management of all 
internal and external communication and the management of the Isaac Newton Christian Academy brand. These 
responsibilities include media relations, social media management, web presence management, advertising 
efforts, stakeholder communication, media production, and the coordination of all intra-school communication. 
This position is for a full- or part-time employee (depending on the needs of the right candidate) with seasonal 
flexibility. 
 

Essential Job Functions 
It is expected that the Director of Communications will... 

• Provide a consistent, timely, and compelling flow of internal communications to current parents by com-
posing and scheduling all intra-school communication, including weekly and monthly newsletters, and 
reminder emails. 

• Provide a regular flow of external marketing communications to all constituent groups through the use of 
mailings, the school’s website, social media, email newsletters, and other strategies. 

• Stay up to date with school happenings and appropriately communicate those to the greater community. 

• Tell the Isaac Newton Christian Academy story through effective writing, speaking, and production.  

• Develop regular video content (announcements, updates, program features, etc.) 

• Strive to better the school’s public reputation through media relations and social media marketing. 

• Manage all school social media accounts, developing regular content. 

• Work to increase the school’s visibility in the community through coordinating and designing a variety of 
advertising methods, both digital and print. 

• Utilize design ability to produce advertising and promotional materials. 

• Maintain and update the school’s website. 

• Protect the school’s brand by coordinating and approving all use of the brand. 

• Utilize mastery of writing skills, grammar, and brand management to serve as resident editor of docu-
ments. 

 
Required Professional Qualities 
It is expected that the Director of Communications will... 

• Hold a bachelor's degree from an accredited post-secondary institution. A degree in communications, 
media, or related field is preferred, but not required. 

• Have experience in marketing, public relations, advertising, and/or communications. 

• Have knowledge, experience, and understanding of communications systems and software (such as 
Mailchimp, Canva, InDesign, Illustrator, etc.). 

• Have excellent written and communication skills. 

• Have an eye for detail. 

• Possess strong creativity and communication skills. 

• Have knowledge of and experience with effective use of social media in a business setting. 
 

Required Personal Qualities 
It is expected that the Director of Communications will... 



• Have the ability to set goals and be motivated to reach them. 

• Be driven to achieve results that will make a difference at Isaac Newton Christian Academy. 

• Effectively communicate and promote the school to parents, community contacts, and more.  

• Tell the story of the school in effective, creative, and innovative ways. 

• Take the initiative to make things happen and get things accomplished. The director will provide 
leadership to the implementation of an aggressive communication strategy. 

• Personable—The director should be very personable and easy to talk to since this individual will interact 
with constituent groups both internal and external to the school. 

• Passion—The director must be passionate for independent Christian school education and Isaac 
Newton Christian Academy. 

• Demonstrate sensitivity toward co-workers, parents, volunteers, and children, and an ability to interact 
effectively with them. 

• Sign and live by the school's lifestyle statement as a condition for employment and continued 
employment ministry. 

• Meet everyday stress with emotional stability, objectivity, and optimism. 

• Understand the importance of discernment, discretion, and confidentiality in the operations of the school. 

• Display friendliness and a good sense of humor. 

• Display courtesy and patience in dealing with others. 

• Make an effort to appreciate and understand the uniqueness of the community. 

• Be open to new ideas, initiatives, and concepts in communication and community building. 

 
 
 
 
 
 


