
 

 

Job Description 

 

Job Title: Media Communication Coordinator         

Supervisor: Principal     

Board Approved: October 21, 2019 

 

Job Summary  
Responsible for promoting and developing rich, quality content for online sites and other news 

media options. Act as a school liaison with the BOE, administration, staff, booster clubs, outside 

organizations, parents and members of our school district community. The school board encourages 

district personnel to assist in the facilitation of news media coverage. 

 

Essential Duties 
1. Promote BFHS through news articles and social media. 

2. Have excellent writing, grammar, and proofreading skills. 

3. Ability to assume delegated responsibilities. 

4. Ability to use Microsoft Office Suite, Student Information Systems, web page, and a variety of  

    other software programs and office equipment. 

5. Have organizational skills and ability to multi-task in a fast paced environment. 

6. Function effectively in a team environment and independently. 

 

Specific Duties and Responsibilities 

 

A. Electronic Media Support 

     1. Ability to update and create web pages 

     2. Assist staff with web page design and updates. 

     3. Communicate with staff about newsworthy activities. 

     4. Develop easy-to-use, clear, concise, comprehensive content. 

     5. Research web copy. 

     6. Create sites that are optimized for search engines. 

     7. Develop relationships with websites to obtain quality links. 

     8. Improve search-engine rankings. 

     9. Develop and maintain social media profiles on Twitter, Facebook, and LinkedIn. 

   10. Send out quality messages on these channels. 

   11. Establish an effective presence on social media sites. 

   12. Approve or delete comments on blogs or articles. 

   13. Highlight and encourage positive comments. 

   14. Manage and deliver email lists. 

   15. Design and deliver emails. 

   16. Craft Email Campaigns. 



   17. Integrate other online presences including social media outlets with email campaigns. 

   18. Follow up on electronically generated responses. 

      

B. Board of Education- Secondary Support 

       1. Live stream and record board meetings and communicate BOE information accurately to  

           staff and media in a timely manner. 

 

C. Miscellaneous 

       1. Support the goals of the BFHS Educational Foundation. 

       2. Other duties as assigned.  

 

  

This job description in no way states or implies that these are the only duties to be performed by 

this employee. The Media Communications Coordinator will be required to follow any other 

instructions and to perform any other related duties as assigned by the Principal. Big Foot Union 

High School reserves the right to update, revise or change this job description and related duties 

at any time. 
 

 

 


