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FNSBSD JOB DESCRIPTION 

Job Title: Director of Public Relations 

Supervisor: Executive Director of Communications, Development, 
& Engagement 

Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 7 
 
Job Summary 
The director of public relations develops, coordinates, and directs internal and external public 
relations activities for the school district and promotes effective communication between the 
administrative staff, the school board, and the community. 
 
Essential Job Functions 
Functions as a key member of the crisis response and crisis communication teams. Crafts clear, 
concise messages for a variety of audiences under time constraints in high pressure situations. 
Delivers accurate and timely information to parents and other stakeholders during emergency 
situations. 
 
Facilitates district responses to the media and the public. 
 
Creates and curates content for a robust and effective online newsroom to inform and engage 
with district families and the larger community. 
 
Develops contacts and relationships with media representatives and key communicators to 
maximize positive public relations. 
 
Develops and implements short-term and long-term communication strategies to inform and 
engage internal and external audiences and to promote awareness and support for district 
programs.  
 
Develops and coordinates special projects, public relations activities, and communication 
strategies to support district priorities such as student safety, school calendars, bond issues, 
back-to-school information, and student assessment.  
 
Creates professional grade audio/video presentations and use visual imagery to enhance 
district communications, through videography, photography, and graphic design.  
 
Provides training to district leaders on how to utilize district communication mechanisms to 
support two-way communication and increase engagement. 
 
In collaboration with the Digital Communication Manager and other members of the CD&E 
team, provides support to district and school leadership for the district’s mass notification 
system, websites, and social media channels.  
 
Creates and curates content in support of district messages and ensures systematic, multi-
channel delivery of district content. 
 
Monitors and advises district leaders on state and local education issues and activities. 
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Represents the superintendent in meetings of various groups. Organizes and coordinates 
district participation in community activities and special events. 
 
Assists and coaches district administrators with public speaking engagements, presentations, 
and preparation of materials for publication and broadcast media. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Standard office equipment to include computer, fax, telephone, and copier. 
 
Independent Decisions 
Independent judgement expected with moderate supervision. 
 
Primary Working Contacts 
Works closely with the superintendent and other district administrators. Maintains a close 
working relationship with the board of education, the borough, legislators and their staff, the 
media, community members, and various organizations. Works closely with the IT department 
on issues and projects related to the website and district communication tools. 
 
Responsibility for Cash, Equipment, Safety 
None.  
 
Supervision Received and Exercised 
Works under the direction and supervision of the executive director of communications, 
development, and engagement. May supervise the work of support staff, student interns, and/or 
contracted personnel.  
 
Unusual Working Conditions 
Must be available after hours for crisis engagement. Work evenings and weekends as needed 
for community events, board and district meetings, crisis response, etc.  
 
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.  
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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.  
2. Experience working with a complex organization and using multiple resources to 

effectively communicate with numerous stakeholders. 
3. Demonstrated experience in media relations including acting as organization 

spokesperson. 
4. Demonstrated experience in representing an organization during challenging situations. 
5. Strong verbal and written communication skills in English. 
6. Excellent interpersonal skills; effective oral and written communication skills.  
7. Demonstrated personal computer skills relevant to disseminating information; MS Word, 

Excel, PowerPoint, Adobe Photoshop, and Adobe InDesign.  
8. Excellent organizational and problem solving skills with the ability to be flexible and 

capable of meeting aggressive timetables for multiple projects while maintaining 
attention to detail. 

9. Knowledge of communications and understanding of governmental process in an 
educational system or other complex organization. 

10. Knowledge of using websites, television, print ads, social media, and emerging 
communication technology as a communication tool. 

11. Ability to relate positively with community groups, government officials, and school 
district personnel. 

12. Ability to evaluate the effectiveness of a variety of communication methods to 
accomplish the district’s goals. 

13. Ability to develop effective crisis communication with staff, media, and the community. 
14. Ability to work well independently and handle stressful situations effectively. Ability to 

maintain confidential information. 
 
The following are preferred: 

1. Bachelor’s degree or higher in journalism, communications, or closely related field.  
2. Minimum of three (3) years of experience in communications, journalism, or closely 

related field. 
 

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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