
Associate Director of Communications Job Description 
 
Primary Responsibility: 
The Associate Director of Communications, reporting directly to the Director of Advancement, 
is responsible for the planning, execution, and management of an online & print 
communications & marketing plan, including managing the school website. This person will 
develop and implement communication strategies involving Le Jardin Academy’s website, email 
communications, and social media, and come with a strong knowledge of best practices in 
digital communications.  
 
This individual works in concert with the Directors of Advancement and Management Team to 
ensure coordinated, timely, and strategic messaging.  
 

Essential Duties: 
 Develop a vision and formulate short- and long-term plans for the communications and 

marketing programs and its activities; monitor progress, assure adherence and evaluate 
performance 

 Raise the visibility of the Le Jardin Academy and support both Advancement and 
Admission efforts, including a strong social media program 

 Lead and prioritize Le Jardin’s integrated marketing efforts by developing and 
implementing digital and print marketing, communications, and social media plans; 
overseeing market research; producing print and electronic publications; buying media 
and implementing it effectively; creating an advertising strategy; supervising brand 
strategy; analyzing and assessing the effectiveness of all communications strategies; 
streamlining and aligning the look of communications across all divisions and 
departments 

 Ensure effective messaging across all constituent age groups, managing Le Jardin’s 
market position and identity 

 Foster strategic, targeted communications in order to build and expand relationships 
with all constituencies that contribute to Le Jardin’s success: students, faculty, parents, 
alumni, parents of alumni, prospective students and their parents, the media, and the 
wider community 

 Partner with school leadership to develop all print, electronic and social media materials 
 Coordinate the design and management of the School’s website to ensure consistency 

and up-to-date information across the site 
 Support the communications needs of the Head of School, the leadership team, and 

Board of Trustees 
 Collaborate with Le Jardin’s community to determine appropriate opportunities for 

outreach 
 Supervise and monitor the department’s annual budget 

 
Other Duties: 

 Other related duties as assigned 



 

 
Requirements and skills: 

 Five or more years of demonstrated professional experience within and familiarity with 
independent day, college preparatory, and similar school culture and values 

 Ability to work independently in a self-directed manner and in collaboration with others 
 Excellent written and oral communication skills: interpersonal, print, electronic, web 

and social media  
 Excellent written communication skills 
 The ability to build successful professional relationships with faculty and staff 
 Analytical thinking capacity 
 Experience with HTML and website software 
 Excellent follow through and ability to meet deadlines 
 Strong organizational capabilities 
 Ability to prioritize and manage multiple tasks 
 Knowledge of SEO/SEM best practices, ability to manage these areas is a plus. 
 Proficiency with Photoshop, Illustrator, InDesign, and video editing programs like 

FinalCut 
 Proficiency in Google Tools 
 Photography and videography experience 
 B.A. degree or higher 

 

Physical requirements 
The physical requirements described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
While performing the duties of this job, the employee is: 

 Frequently required to stand, walk, use hands to manipulate, handle, grip and feel 
objects, utensils, tools or controls 

 Frequently required to reach with hands and arms 
 Occasionally required to lift, push, pull and/or carry items and objects up to 5o pounds, 

with a minimum of 25 pounds lifted and carried 
 Occasionally required to lift, push, pull and/or carry items and objects up to 6o pounds 
 Specific vision ability required by this job is 20/20 vision (corrected or uncorrected) 
 Specific hearing ability required by this job is the ability to pass a hearing test 

(corrected or uncorrected) 
 

Details 

Department: Advancement 

Status: Full-time  

FLSA Status: Exempt  



Work year: Twelve month 
Work hours:  Must be able to work flexible hours, with standard hours being 7:30 am - 4:30 
pm, including some Saturdays, holidays and evenings 
 
 
 
 

 


