
 
POSITION:   Marketing and Communications Manager 

REPORTS TO: Director of Development 

OBJECTIVES OF THE POSITION: 

This position is responsible for the development and management of effective marketing and communications plans for 

the school that will increase visibility and send a consistent message.  This position requires a strategic communications 

professional who can develop marketing and communication strategies and has comprehensive knowledge of marketing 

and communication elements, including public and media relations, advertising, editorial/publications, branding, social 

media and web oversight.  The primary objective is to create and communicate the compelling story of The Oakridge 

School.   

RESPONSIBILITIES INCLUDE: 

Develop and implement a comprehensive strategic marketing and communications plan that will lead to increased 

admissions applications and support the efforts of the Development Department and the School.  Collaborate with 

academic divisions and departments in articulating their purpose and ongoing work.   

PUBLIC AND MEDIA RELATIONS 

 Develop, write and distribute press releases. 

 Act as main contact on all press releases and field reporters’ calls based on those stories and events 

(non-crisis management).  

PUBLICATIONS 

 Act as the clearinghouse for all print and digital publications 

 Help facilitate the creation and/or editing of all internal and external publications before they go to print 

(e.g. letters to parents, admissions and development collateral, viewbooks, brochures, newsletters, 

Oakridge Athletic Complex and Athletic mailings and programs, annual reports, Outlook Magazine, 

Calliope, Guide to Getting Involved, etc.) 

 Archive and manage all photos (non-yearbook) for school. 

 Will oversee and actively participate in the creation, design, budget and production of regularly 

produced events and all school publications. 

WEBSITE 

 Work with academic divisions and departments to review and have oversight of web content and 

graphic appeal. 

 Coordinate and manage multiple divisions to maintain a dynamic website. 



SOCIAL MEDIA 

 Knowledge of all aspects of social media trends and how to use implement them effectively in the 

marketing and communications plan. 

 Create and facilitate the implementation of a social media plan. 

BRANDING 

 Manage all aspects of the school’s print and electronic communications, ensuring the continuity of the 

school’s brand and logo.  Oversee the work of graphic designers and print vendors in production of 

printed materials and web visuals. 

 Communicate and educate the faculty and staff on the branding standards and style guide. 

 Review, revise, and update as necessary the school’s branding standards and style guide. 

 Ensure brand and messaging quality and consistency. 

ADVERTISING 

 Plan for and deploy digital activities: website, online campaigns, email marketing, social media and 

digital content production. 

 Seek opportunities for participation at educational-related and key community events. 

 Develop an advertising plan and collaborate with the admissions office. 

 Direct and manage vendors to include graphic artists, printers, photographers, etc. 

 Think of ways to promote Oakridge to differentiate ourselves from others (e.g. industry nominations, 

awards and honors, etc.) while promoting the school’s mission. 

QUALIFICATIONS 

 Four year college degree in marketing, communications, public relations, or related field. 

 Three to five years’ minimum related experience in a progressively responsible professional marketing and 

communications role.  

 Previous work experience in a private school setting preferred. 

 Strong working knowledge of terms, technology, and current events of the marketing and public relations 

industry. 

 Comprehensive knowledge of Microsoft Office, InDesign, PhotoShop (Adobe Suite of products) and other 

software programs necessary to perform duties.  Ability to create and design publications in-house a plus. 

 Proficient with and experience using content management systems and various social media platforms. 

 

 

The Oakridge School is a coeducational, college preparatory school enrolling students preschool (age 3) through 12th 

grade.  We inspire to seek students to seek their full potential in academics, the arts, and athletics. 

The Oakridge School does not discriminate on the basis of color, creed, sex, or national or ethnic origin in school-

administered programs. 

Please submit your cover letter, resume and application to The Oakridge School.  For more information, please contact 

Louise Johnson in the Headmaster’s Office at 817.451.4994 x2786 or ljohnson@theoakridgeschool.org. 

 


