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The Lamplighter School
 11611 Inwood Road  
 Dallas, Texas 75229
 214-369-9201    fax:  214-369-5540
Title:  Director of Communication
Classification:  Salary, Exempt
Reports to:  Head of School
Summary Description:
This position will enhance the strategic, multi-faceted communications program designed to build and strengthen the visibility and internal/external perception of the School. It also oversees advertising, printed materials, electronic communication, media relations, community messages, website content, and public relations that support the admission, academic, and advancement objectives of the School. 
Essential Duties and Responsibilities:  Other duties may be assigned.
Communication/Website Administration
· Develop, implement, and manage all external communication efforts

· Build and foster collaborative relationships with other departments within the School to stay informed and abreast of new initiatives and programs
· Manage the School’s website in all aspects (material, photo and slideshow updates, consistency with Lamplighter brand, monitor site traffic/analytics)
· Collaborate with Director of Operations to select and manage modules of the site
Publication Material

· Serve as editor for communications materials including family handbook, Lamppost magazine, news releases, news materials, website content, bi-monthly electronic newsletters, and program announcements
· Collaborate with Director of Admission in producing advertising and marketing materials
· Collaborate with Director of Advancement in the production of the annual report and fundraising materials
Media Relations
· Build and foster long-term working relationships with various publics of importance including media, members of the community, and other organizations

· Act as the spokesperson for the School by fielding all requests from the media

Education and Experience
· Bachelors Degree required in business, marketing, public relations or related field
· 5+ years of relevant experience in a non-profit environment
Job Knowledge, Skills, and Abilities
· Effective written and oral communication
· Ability to communicate effectively with senior directors, parents, faculty, staff, and trustees
· Ability to complete multiple tasks and high volume of work on deadline
· Ability to follow through on assigned tasks with limited supervision
· Attention to detail and ability to edit and proofread
· Excellent time management and organizational skills
· Mature, professional attitude and appearance
· Computer proficiency in Windows environment, Microsoft Word, Publisher, Photoshop, and InDesign software programs

· Understanding of Chicago Manual of Style writing practices

· Openness to continued learning and upgrading of skills
Physical Demands:
· Occasionally lift up to 30 pounds
· Generally works in standard office conditions and climate
· Works in a highly stressful environment dealing with a wide variety of challenges, deadlines and a varied and diverse array of contacts
· May work at a desk and computer for extended periods of time
