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Saint Paul Catholic School Job Description:
Recruitment and Marketing Coordinator
Status:  40 hours




Reporting:  Reports to the Principal.

Responsibilities:  

· General:


· Supports the Mission and philosophy of the school.

· Gives evidence of lived Gospel values.

· Participates in building the faith community.

· Works cooperatively and effectively with the administration and staff.

· Has working knowledge of all policies and procedures in school handbook and in the Diocesan policies, especially related to the admissions process.
· Attends meetings as requested.

· Other duties as assigned

· School Admissions:
· Responsible for implementation of admissions processes.

· Maintains and secures all school records for the allotted length of time.

· Processes all incoming students to include preparing a permanent record card, obtaining records, health forms, etc.

· Prepares and maintains current class lists.

· Processes all student records for students withdrawing or graduating from the school.

· Enrollment Management:

· Prepares an annual recruitment and retention plan for the school.

· Maintains prospective student databases.

· Conducts tours of building for prospective parents and students.
· Coordinates the activities of an Enrollment Management Committee whose activities include:

· Document and analyze data on enrollment statistics

· Implement an annual parent satisfaction survey process

· Implement goals (short and long range) to improve school enrollment
· Public Relations:

· Plans and implements comprehensive public relations and communications plan for the school.

· Oversees Press submissions and press releases.

· Coordinates local newspaper and media coverage of special events.
· Oversees the creation of various publications (Blessings Magazine, promotional literature including postcard mailings, brochures, etc.)

· Prepares correspondence for normal or special events.

· Maintains and updates the school website, social media outlets about school news and events.

· Coordinates efforts of parent volunteers for the following:

· Community outreach (parades, festivals, malls, etc., in addition to leaving brochures and fliers at libraries, real estate agencies, etc.)  
· Parish outreach (bulletin news, speakers, parish liaisons, etc.)

· Open House events 

· New family mentor activities (contacting prospective families, inviting to events, etc.) and student ambassadors

Background:  

· Bachelor’s degree in development, business, communications, marketing, or related field. 

and/or

· PR/marketing experience in school or business setting.

Skills Necessary:  

· Ability to speak Spanish (preferred) 

· Ability to reflect mission and philosophy of school to wider community.

· Ability to maintain confidentiality.

· High level of organization.

· Ability to coordinate efforts of volunteer committees and individuals to accomplish goals.

· Working knowledge of database software, word processing, and graphic design.

· Ability to utilize social networking, the Internet, and the school website to contact and interact with donors, alumni, and community members.

· Excellent oral and written communication skills.

· Knowledge of public relations best practices and principles.

· Ability to negotiate with vendors, facilities managers, caterers, etc.

· Maintain a professional appearance and demeanor.

The above list reflects the general details considered necessary to describe the primary functions of the job identified, and shall not be construed as a detailed description of all of the work requirements that may be inherent in the job, or assigned by supervisory personnel. 

Approved: __________________________________ Date: ________________________

I acknowledge the receipt of a copy of my job description and that I am responsible to read and understand the job description. 

Employee: _________________________________ Date: ________________________

Initial: ________   Date:_________________




