	
	

	[image: image2.jpg]



	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Senior Director of Strategic Communications
	Job Title:
	Senior Director of Strategic Communications
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Senior Director of Strategic Communications contributes to the organization’s mission by fostering efforts to improve knowledge, managing strategic plan developments and implementation, including but not limited to developing benchmarks and metrics to determine progress and success, monitoring work plans of the team leaders, facilitating strategic planning meetings, creating Board of Director report(s) and coordinating presentations and updates to the Board of Directors.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Providing leadership and strategic oversight on a range of communications and messaging efforts by development of an inter-media communications plan across all social media platforms, traditional media outlets and internal and external communications. 

2. Providing technical assistance and guidance on communications/messaging and strategic efforts to the organization’s networks to promote a unified voice so as to improve collective impact of the organization communications.

3. Supervises the External Communications Manager on a range of activities including social media content development, the annual messaging Audit, the Company XYZ App and branding.

4. Providing leadership on the _________________ campaign, including work group facilitation, social media content development, conference and webinar presentations, and website development.
5. Serving as one of several agency spokespersons with the media.

6. Facilitating inter-divisional collaboration to achieve the strategic plan and general supervision of the progress of the plan.

7. Seeking unbudgeted revenue opportunities and managing expenses effectively in the communications area.

8. Working collaboratively with the other national office senior managers to meet the organizational mission.
9. Serving as a member of the senior advisory group.

10. Recommending an annual budget for the areas of supervision.
11. Managing, supervising and directing all staff in the communications area.
Expectations

· Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and the behavior of others is consistent with these standards and aligns with the values of the organization.

· Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant in a changing work environment while maintaining effectiveness and efficiency.

· Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization.

· Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques.

· Creativity/Innovation: Develop new and unique ways to improve operations of the department and to create new opportunities.

· Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of the department.
· Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem.

· Think Strategically: Assesses options and actions based on trends and conditions in the environment, and the vision and values of the organization.
Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representing the knowledge, skills, and/or abilities required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience
· Master’s degree in communications, marketing, public health, social work, education, policy or related field of study

· At least ten years of related experience
Language Skills

Excellent communications skills, including both writing and public speaking
Other Qualifications

· Excellent project management and organizational skills

· Proficiency with Microsoft Office products, including Word, Excel, PowerPoint, Access, Publisher.
· Ability to operate a variety of office equipment such as a personal computer, telephone, printer, copier, scanner and facsimile machine.
Physical Demands 

The physical demands 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.

Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate, this position usually involves working in an office environment.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
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