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Grade 11 and Below
Section 1: Identifying Information
	Position Title: Communications & Outreach Coordinator
	Date Prepared:  

	Department:  
	Job Family: Staff

	Position Reports to: Academic Department Manager
	Grade:         8     FLSA Status:     Non-Exempt 



Section 2: Position Purpose

The Communications and Outreach Coordinator must have a broad knowledge of the complex research, teaching and service mission of the department.  The Coordinator will manage all aspects of internal and external communications as well as support the day-to-day administrative, financial and operational functions of the department by working collaboratively and independently with faculty, staff, students and serve as a primary point of contact for alumni, University and community partners and other constituents with whom the department interacts in accordance with all department and university policies and procedures and utilizing university resources and technology.  Primary responsibilities include:  developing and managing a strategic plan for public relations through marketing/publicity, community outreach and development that reaches Brown, the Greater Providence area, region, and online communities.3: Major Responsibilities

1.  Major Responsibility:  Communications and Outreach  40%
Supporting Actions:  Work collaboratively with the Academic Department Manager to develop and execute a strategic plan for  public relations through marketing/publicity, community outreach and development that reaches Brown, the Greater Providence area, region and online communities that includes but is not limited to:  management of department website, university calendar, Today@Brown, social media channels; creating and/or revising announcements, newsletters, brochures, playbills, programs, press releases and transforming these into printed materials as well as email and social media campaigns; leading outreach activities with community stakeholders by attending and/or hosting meetings with students, alumni, University and community partners; maintaining accurate database of contact information for members of the Brown community.  The Coordinator must become familiar with and adhere to all policies and procedures as outlined by the Office of University Communications.
2. Major Responsibility:  Operations: Building Maintenance; Events/Programs  30%
Supporting Actions:   Work collaboratively with administrative staff and production team to manage use and general maintenance of department space in accordnace with department and university policies and procedures as outlined by the department, Registrar, Facilities Management, Campus Police and others; manage all departmental calendars and coordinate logistics for meetings, lectures, programs, performances, special events and commencement; arrange travel and hospitality for department sponsored guests; interface with department 
guest speakers to determine technical and other needs; provide supplemental project management support for theatre productions, co-curricular programs, faculty initiatives and student-led activities.
3. Major Responsibility:  Administrative and Financial Processes  30%
Supporting Actions:   Work collaboratively with Academic Department Manager to support all department activities related to academics and finance:  proactively organize and manage the various administrative processes of the department, anticipating cyclical events that require support and planning; preparing and processing contracts, expense reports, and supplier invoices for payment of goods and services or reimbursement; collecting and updating data files for reports, statistics and department archives; scheduling of courses, colloquia and other co-curricular activities; training and supervision of student assistants and temporary work staff fulfilling clerical needs of the department.  The Coordinator will also assist with management of internal communications by attending department and committee meetings, keeping accurate records of discussion and decision making through meeting minutes, and safe guarding, tracking and/or distributing information as appropriate to involved parties.
Section 4: Decisions Position is Free to Make
· Working with Academic Department Manager, publicize department events and programs creating and utilizing a variety of marketing tools

· Working with staff and faculty, create and maintain relationships with University/community partners and area organizations and provide coordination for partnership programming 

· Working with Academic Department Manager, design effective tools for internal communications (such as FAQs, Best Practices, etc.) that support smooth work flow
· Working with staff and faculty, initiate meetings and manage logistics; execute communications to involved parties

· Draft meeting minutes and submit to Academic Department Manager for approval; track or keep record of other confidential information for the department
· Work within budgets determined by Academic Department Manager and tailored to meet the needs of the activity to book travel/lodging for guests, order supplies or materials, request university services, etc.

· Supervise student assistants and manage assignments that support department success such as distribution of printed and electronic materials; updates to email lists; other clerical needs; general building maintenance and event support
· Working with production team, manage use and general maintenance of department space
· Use practical and mature judgement to resolve low to medium level conflicts or issues as they arise
Section 5: Dimensions

The Department currently serves approximately ______ undergraduate students; ____ graduate students; ___ regular faculty; ___ non-regular faculty; ___ senior staff including the chair; and ____ student assistants.  We sponsor close to ____ events/programs each year.
Section 6: Job Qualifications and Competencies
Job Qualifications 
Indicate the minimum required and preferred education and years of experience. Include any required licenses or certificates.
Education and Experience

Bachelor’s degree and 1-2 years related experience, or the equivalent combination of experience and education.
Previous work within an academic environment and in a role that supports communications and development; community outreach; events and programs.   
Job Competencies

· Excellent interpersonal, oral and written communication skills
· Good organization skills and strong attention to detail 
· Proficiency in MS Office applications, Adobe or other graphic design software, web design
· Knowledge and command of evolving social media platforms 
· Ability to prioritize complex and at times competing goals

· Initiative and judgment to independently problem solve

· Ability to work with little supervision and also serve as strong team member

· Ability to research, analyze and summarize findings
· Ability to exercise restraint and discretion in matters that are confidential or otherwise sensitive
· This position requires a strong commitment to promoting diversity
Section 7:  Physical Demands and Working Conditions
Please use the following checklist to identify general physical demands and working conditions.  Additional specific physical demands and working conditions required to perform the job should be added. Also indicate any information that would be helpful in understanding any unusual or hazardous conditions associated with performing the position, or specific work schedule information.
	 General Physical Demands
	Lift/Carry/Push/Pull
	Use of Chemicals

	☐ Requires ability to read
	☐ Typically less than 10 pounds
	☐ Limited exposure to chemicals

	☐ Must remain in stationary position for long periods of time at desk or computer
	☐ Typically 10 to 20 pounds
	☐ Careful use of chemicals

	☐ Requires moving around campus
	☐ Typically 20 to 50 pounds
	☐ Use of highly toxic chemicals

	☐ Requires occasionally standing, sitting, walking; using hands to finger, handle, or feel objects, tools or controls; reaching with hands and arms; climbing stairs; hearing; talking
	☐ Typically more than 50 pounds
	

	☐ Requires frequently moving about inside the office to access printer, files, and other materials/equipment
	
	

	☐ Operates a computer and other office equipment
	
	

	☐ Some travel may be required
	
	


Additional physical demands and working conditions:
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