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FNSBSD JOB DESCRIPTION 

Job Title: Communications Coordinator 

Supervisor: Director of Community & Public Relations Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 6 
 
Job Summary 
The communication coordinator will enhance district internal and external communications with 
targeted stakeholders by utilizing electronic and digital communication methods such as 
websites, electronic newsletters, PowerPoint presentations, video, and cable television, as well 
as print and interpersonal communication. 
 
Essential Job Functions 
Initiates and maintains communication with targeted audiences through digital communication 
such as electronic newsletters, subscriber databases, and other electronic outreach.  
 
Writes and produces video and multimedia presentations to support district initiatives.  
 
Develops on-going communication products including press releases, public service 
announcements, advertisements, and publications.  
 
Prepares documents, multimedia content, and publications for dissemination on the district’s 
website.  
 
Uses visual imagery to enhance district communications, through still and video photography.  
 
Develops an annual communication plan and conducts communication audits. 
  
Develops and implements public relations/communication plans to support specific district 
priorities, such as wellness, safety, drop-out prevention, bond issues, back-to-school 
information, and student assessment.  
 
Coordinates, organizes and provides guidelines and training on how to utilize district 
communication mechanisms to disseminate information. 
 
Records and broadcasts bi-monthly school board meetings and other major district events.  
 
Develops and maintains relations with various media outlets, including newspaper, radio and 
television, so as to promote district initiatives, respond appropriately to information requests, 
and coordinate public crisis communication response.  
 
Enhances the district’s internal and external communication, utilizing electronic and digital 
technology. 
  
Creates professional grade audio/video presentations.  
 
Develops and implements strategies to use new media and online social networks to 
disseminate information.  
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Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Hardware: Macintosh OS X, PC Windows NT/2000/XP, digital video & still cameras, and 
related computer peripherals. Video production and editing equipment.  
Software: Microsoft Office suite, Web Mail, web browsers, Adobe Creative software: Acrobat 
Professional, Photoshop, and InDesign. Video editing software, and other administrative and 
educational software applications. 
 
Independent Decisions 
Independent judgment expected with moderate supervision.  
 
Primary Working Contacts 
Continuous contact with employees at all levels of the district and with outside organizations and 
agencies.  
 
Responsibility for Cash, Equipment, Safety 
None. 
 
Supervision Received and Exercised 
None given; works under the direction and supervision of the director of community & public 
relations. 
 
Unusual Working Conditions 
Required to work outside regular district working hours at least two evenings per month for school 
board meetings and other occasional evenings or weekends. 
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. Bachelor’s degree in communications, journalism, or related field. 
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2. Two (2) years of related work experience enhancing community communication and 
outreach. Experience in developing and maintaining communication projects in related 
areas such as digital photography, electronic communications, and TV. Experience 
working with new media and interactive websites to communicate and disseminate 
information. 

3. Knowledge of media relations and video editing software and equipment. Working 
knowledge of current digital photography techniques and desktop publishing.  

4. In-depth knowledge and understanding of social media platforms. 
5. Excellent verbal and written communication skills in English.  
6. Proven skills in digital photography and video. Ability to operate specialized media-

related recording, editing and duplicating systems including cameras, video/data 
projectors, computers, film and slide projectors, public address systems, microphones, 
and mixers.  

7. Ability to navigate and operate both a MAC and PC and the accompanying software 
necessary to successfully complete the duties assigned. 

8. Ability to interpret and effectively implement instructions furnished in written, oral, 
diagram or schedule form.  

9. Ability to effectively prioritize and manage multiple assignments.  
10. Ability to effectively present information and respond to questions from groups of 

administrators, staff, parents, students, and the general public.  
11. Ability to frequently push and lift 50 pounds or more.  

 
The following are preferred: 

1. None. 
 

Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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