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FNSBSD JOB DESCRIPTION 

Job Title: Digital Communications Manager 

Supervisor: Executive Director of Communications, Development, 
and Engagement 

Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 7 
 
Job Summary 
The digital communications manager assists with setting and guiding the strategy for all 
communications, website, and public relations messages, in alignment with the district’s 
strategic plan. This position leads the technical and strategic support for the front end of all 
district and school websites, supporting the advancement of district websites as communication 
central. The coordinator collaboratively develops, implements, and evaluates communication 
strategies, projects, and tools. 
 
Essential Job Functions 
Oversees and manages district and school level technical support for front-end web 
development; including access permission and advising district and school leadership in regards 
to best practices. Manages the continued development and improvement of district websites as 
a whole. 
 
Manages the development, implementation, and maintenance of all front-end website training, 
including the creation of print and digital resources. Provides training related to editing, 
accessibility, quality assurance, best practices, and district standards. Creates and provides 
training in other district communication tools as needed. 
 
Provides leadership in goal-setting and planning to meet district objectives in communications, 
website development, marketing, and public relations. Attends and provides insight in 
leadership team meetings and weekly communication and planning meetings with district 
leadership. 
 
Assists with the development and implementation of long- and short-range strategic 
communication plans for the purpose of engaging diverse audiences; ensuring district objectives 
are achieved in an efficient and timely manner. 
 
Performs data collection, assessment, and analysis related to the use of district websites and 
other communication tools. Examples include: monitoring web analytics; preparation and 
presentation of reports for district and school leadership; and ensuring district websites meet 
Web Content Accessibility Guideline (WCAG) and Web Accessibility Initiative-Accessible Rich 
Internet Applications (WAI-ARIA) standards. 
 
Leads the generation of online content, including website and social media, which engages 
audience segments and leads to measurable action. Determines what content needs to be 
disseminated to which audience, in what timeframe and platform.  
 
Manages the development, distribution, and maintenance of district print and digital collateral 
including, but not limited to, newsletters, flyers, digital graphics, and video. 
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Works closely with the IT department on issues and projects related to the website and district 
communication tools. Coordinates and organizes regular website-related meetings with IT and 
other departments as needed. 
 
Assists with general and emergency communication, at district and school levels, to 
stakeholders via Blackboard Connect or equivalent as needed. 
 
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.  
 
Creates professional grade audio/video presentations.  
 
Works with the UI/UX designer and bridges the gap between graphical design and technical 
implementation, taking an active role on both sides and defining how the application looks as 
well as how it works to improve user experience. 
 
Develops new user-facing features, builds content libraries for future use, and creates website 
layouts and user interfaces using HTML5/CSS best practices. 
 
Manages the continuing development of the district’s website with over 3,500 pages by applying 
knowledge of web standards, web accessibility, and SEO and the interplay between them. 
 
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 
Makes independent decisions 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; reports directly to the executive director of communications, development, and 
engagement. 
 
Unusual Working Conditions 
Required to work outside regular district working hours at least two evenings per month for 
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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 50 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 closely related field. 
2. Three (3) years of work experience related to 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, video editing software and equipment, current digital 
photography techniques, and desktop publishing. 

4. Proficient understanding of web markup, including HTML5 and CSS3. 
5. In-depth knowledge and understanding of social media platforms. 
6. Excellent verbal and written communication skills in English.  
7. Proven skills in digital photography and video. 
8. 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.  

9. Ability to navigate and operate both a MAC and PC and the accompanying software. 
10. Ability to interpret and effectively implement instructions furnished in written, oral, 

diagram or schedule form.  
11. Ability to effectively prioritize and manage multiple assignments.  
12. Ability to effectively present information and respond to questions from groups of 

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

 
The following is preferred: 

1. Master's degree in communications, journalism, or closely related field. 
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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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