
 
POSITION DESCRIPTION 
 

SENIOR COMMUNITY RELATIONS & MEDIA OFFICER 
 

OVERVIEW 

 

The Senior Community Relations and Media Officer is a member of the Communications Team. The primary 

purpose of the role is to work collaboratively with the Director of Media and Communications in media 

liaison, advertising and with School publications to ensure communication with all stakeholders is timely and 

effective and to assist in the implementation of the School’s Communications and Marketing Strategy. 

1. KEY RELATIONSHIPS 

 

The Senior Community Relations and Media Officer is ultimately responsible to the Principal.  
They report through the Director of Communications and Media. 

2. RESPONSIBILITIES 

2.1 In collaboration with the Communications 

Team, provide advice to the Principal and 

Leadership Team on communications, 

marketing and media management. 

2.2 In collaboration with the Communications 

Team, seek out opportunities to enhance 

the School’s profile through liaison with the 

media. 

2.3 In collaboration with the Communications 

Team, oversee the School’s social and 

digital media presence to ensure quality and 

accuracy. 

2.4 Oversee the production of major school 

publications (InFocus, newsletters, the 

Yearbook, Jigsaw and the Annual Report), 

including photography, copywriting and 

editing of material. 

2.5 Oversee advertising, including liaising with 

suppliers. 

2.6 In collaboration with other team members, 

provide advice on social media strategy, 

create content and report on social media 

and web analytics. 

2.7 Curate the School’s website and Parent 

Lounge in collaboration with senior 

members of staff. 

2.8 Provide communications support for major 

school events (ticketing, photography, 

programs). 

2.9 Assist in community engagement including 

 

 

donor relations 

2.10 Assist in liaison with the Parents Teachers    

and Friends Association (PTF). 
 

3. QUALIFICATIONS AND EXPERIENCE 

The Senior Community Relations and Media Officer will have: 

3.1 a strong knowledge and understanding of 

social media. 

3.2 well-developed photography skills. 

3.3 well-developed technology skills, particularly 

in the use of databases, email, MS Office 

and Google Suite. 

3.4 tertiary qualifications in Communications 

and/or Marketing. 

3.5 experience in Journalism or a related field.  
 

4. PERSONAL ATTRIBUTES 

To succeed in this portfolio you will have: 

4.1 have excellent English written and verbal 

communication skills. 

4.2 have the ability to learn new skills and 

processes. 

4.3 have the ability and initiative to work 

independently and as part of a team. 

4.4 be highly organised and work quickly, with 

strong attention to detail. 

4.5 enjoy working well in a stimulating 

environment with multiple deadlines. 
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