Y SCHOOL DISTRICT

Position Title: Strategic Communications Officer PCN:

. | Office of Communications Location/ |75 calhoun Street
Depantment/Scriool- Address: Charleston, SC 29401
Reports to(Title Associate of Communications Work 9:00 5:30

. 0 am to pm
only): Hours
?;I; ;}g/rP;SItlon [ Non-Certified Administrator ~ [] Certified Administrator ~ [_] Non-Exempt Hourly ~ [] Teacher
Position type/ Grade .

yp C52 Position# |240
(to be completed by of days
HR)
Travel Required Occasional Travel FLSA (W] Exempt
Status ] Non-exempt

Job Description

JOB PURPOSE/REASON:

The Strategic Communications Officer plays a pivotal role in shaping and delivering the district's communication strategy to ensure
clarity, transparency, and engagement with all stakeholders. This position is responsible for managing district-wide communication
efforts—both internal and external—while driving cohesive messaging that aligns with organizational goals.

The role also provides crisis communication, content development, and analytics to enhance the district’s reputation and foster trust
within the community. By acting as a strategic advisor and ensuring effective communication workflows, this position directly supports
the district’'s mission to maintain strong relationships with students, staff, families, and the broader community.

REQUIRED QUALIFICATIONS:
EDUCATION: [ ] High School Diploma or Equivalent ~ [] Associate’s Degree M| Bachelor’s Degree
[ ] Master’s Degree [ ] Other

EXPERIENCE & TRAINING:

Bachelor’'s degree in Communications, Public Relations, Marketing, or a related field;

Five (5)+ years of progressive experience in strategic communications, public relations, or a similar role, preferably within an educational
or public sector organization;

Proven expertise in managing crisis communications and developing effective messaging strategies;
Strong leadership and project management skills with the ability to manage budgets and lead cross-functional teams;
Exceptional verbal, written, and interpersonal communication skills;

Proficiency in digital tools, content management systems, and data analytics platforms.
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LICENSING/CERTIFICATION:

OTHER SKILLS/REQUIREMENTS:

PREFERRED QUALIFICATIONS:

Master's degree preferred
Experience in managing website systems for a large organization
Experience in managing a communication system

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: 1 # of non-exempt/classified _1 # of exempt/administrators/teachers
Indirect Reports: 0 # of non-exempt/classified _0__# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

Strategic Communication Planning: In collaboration with the Associate of Communications, develop and implement communication
strategies that align with district goals, ensuring consistent messaging across all platforms.

Crisis Communication Management: Provide district-wide crisis communication, including the CCSD Cirisis Call Center, ensuring timely
and accurate messaging during emergencies.

Budget and Resource Management: In collaboration with the Associate of Communications, manage the Communications Department
budget and manage stipends for school website Points of Contact (POC).

Content Development: Direct the creation of high-quality content for digital platforms and internal communications, maintaining district
values and reputation.

Data-Driven Strategy: Evaluate communication effectiveness using analytics and implement improvements based on data insights.

Leadership and Advisory Support: Advise district leadership on public relations, crisis response, and communication strategies while
supporting school and department leaders.

Systems and Compliance Management: Oversee district communication systems, provide support for school website management, and
ensure ADA compliance on the district homepage.

Stakeholder Engagement: Build and maintain relationships with community partners and internal/external stakeholders to foster
transparency and trust.

Collaboration and Coordination: Lead cross-functional teams to optimize communication workflows and promote alignment across
departments.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

PHYSICAL/MENTAL REQUIREMENTS:

Ability to work in an office setting, including sitting at a desk and using a computer for extended periods.

Occasional lifting and carrying of materials, equipment, or supplies weighing up to 25 pounds.

Ability to travel within the district and to off-site locations as needed.

Strong analytical and critical thinking skills to assess complex situations and develop strategic communication solutions.
High level of emotional intelligence to navigate sensitive or challenging issues with discretion and professionalism.
Ability to handle high-pressure situations and meet tight deadlines, especially during crisis events.

Exceptional problem-solving abilities to anticipate and address potential communication challenges.

Capacity to multitask and manage multiple priorities simultaneously while maintaining attention to detail.

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities or requirements. This job description must not be
misconstrued as a promise of employment, nor deemed as an employment contract.

Department Head Michelle Mills Date 01/24/2025
A§sociate/Chief/Executive Anita Huggins Date

Director

Superintendent (if applicable) Date

Human Resources Date
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