
 
Job Posting 

 
Director of Marketing and Public Relations 

 
 
Date Posted:   August 21, 2018 
End Date:  Until Filled 
 

Cisco College is accepting resume packages for the position of Director of Marketing and Public 

Relations. The Director of Marketing and Public Relations is responsible for planning, developing 
and coordinating the college's public relation programs, and marketing functions, including 
advertising, public information , media relations, community and government relations, 
publications, crisis communications, special events, and internal communications . The Director 
is also responsible for the design, construction, maintenance and editorial oversight of the 
college’s website and social media outlets.  The Director of Marketing and Public Relations 
reports to the President and is expected to attend college events and capitalize on promotional 
opportunities through the use of print media, social media, and the college website.   
 
This position requires a Bachelor’s degree, excellent written and verbal communication skills, 
excellent computer skills, with a strong background in the use of web-based tools in marketing and 
public relations.  The Director of Marketing and Public Relations should possess proven experience 
in developing marketing materials within a specified budget.  The position requires the ability to 
work collaboratively with internal and external stakeholders in problem solving, and an 
understanding and appreciation of the College environment.  (Please scroll down to review the 
attached Job Description.)  The position will be primarily based in Abilene.  However, it will require 
regular travel between Cisco and Abilene, with a working space in both places.  The position is a 
full-time, 12 month position with benefits. Resume packages will be accepted until the position is 
filled. Candidates may be asked to provide examples of brochures, flyers, newsletters, etc., as 
evidence of design capabilities and experience.  Resume packages will be received via email, US 
Mail, and fax, but email is preferred. 
 
CISCO COLLEGE offers a generous benefit package, including comprehensive medical, dental, and 
vision insurance. For the medical benefit only, member-only coverage along with $5,000 of basic 
term life is provided at no cost to the employee. Other coverages are selected by the employee and 
payment made through payroll deduction. 
 
The benefits of working in higher education are many and allow you to plan well for your future. 
Cisco College offers retirement savings such as Teacher Retirement System or Option Retirement 
Plan – for qualified positions. Twelve month employees also receive both sick and vacation leave on 
a month to month basis. 
 

 



 
 
 

Please note: A complete resume package must include a cover letter, completed Cisco College 
Application (available on the Employment Page of the college website at www.cisco.edu), resume or 
Curriculum Vitae (CV), and unofficial copies of transcripts. Please ensure you include all required 

documents with your submission. Incomplete packages will be returned unprocessed. 
 

Resume packages should be submitted to: 
 

Shelli Garrett 
Director of Human Resources 

Cisco College 
101 College Heights 
Cisco, Texas 76437 

254-442-5121 
shelli.garrett@cisco.edu 

 
Cisco College is an Equal Opportunity Employer 

mailto:shelli.garrett@cisco.edu


 

Cisco College 
Job Description 

 

Title:    Director of Marketing and Public Relations  

Reports to:    President  

Last Updated:   August 20, 2018 

 

Position Summarv 
 

The Director of Marketing and Public Relations is responsible for planning, developing and 

coordinating the implementation and evaluation of the college's public relation programs, and 

marketing functions, including advertising, public information , media relations, community 

and government relations, publications, crisis communications, special events, and internal 

communications . The Director is also responsible for the design, construction, maintenance 

and editorial oversight of the organization's website and other electronic media.  The Director 

of Marketing and Public Relations reports to the President and is expected to attend college 

events and capitalize on promotional opportunities through the use of print media, social media, 

and the college website.   
 
 

It is expected that the Director of Marketing and Public Relations will accomplish 

assigned duties in an efficient, effective and competent manner, and will strive for 

improvement and excellence in all work performed. Additionally, this individual must 

demonstrate a commitment to the comprehensive role of the community college as 

described in the Cisco College mission statement. The Director must cooperate and work 

harmoniously with college personnel and the public, and must follow all College 

policies, rules, regulations and guidelines as they relate to this position. 

 

Primary Duties 

Marketing: 

 Develop student recruiting material, such as folders, postcards, brochures, posters, etc. 

 Write copy 

 Design camera-ready items using such tools as Adobe, InDesign, and Photoshop 

 Negotiate printing contracts 

 Distribute materials internally to student recruiting and AEC 

 Ensure adequate supplies of materials on hand and replenish as needed 

 Keep up-to-date with postal regulations for direct mail and search pieces 

 Assist student recruiting in identifying appropriate recruiting event based on availability 

data 

 



 

Website development and maintenance: 

 Serve as primary webmaster 

 Assign and maintain rights for various page administrators 

 Train page administrators how to update their assigned web pages and maintain 

consistency within the site 

 Troubleshoot problems and/or issues 

 Ensure consistent image and message within the website and with printed materials 

 Create and maintain various web forms, (i.e. Facebook , Twitter, etc.) 

 Negotiate upgrades to modules as needed 

 Ensure website is updated as needed and as required 

 

Other Marketing duties: 

 Create and purchase advertising as needed within the college's budget, including 

writing scripts for radio, cinema and TV spots; create print ads for newspapers, 

programs, and banner ads for websites, etc. 

 Ensure consistent image between advertising mediums, student recruiting items, 

website, including use of logos, fonts, music, etc. 

 Determine appropriate internet marketing strategies 

 Develop and maintain appropriate marketing mix for the college by employing   

targeted marketing strategies 

 Establish and encourage adoption of a consistent collegiate image, including 

letterhead, envelopes, business cards, logos, spirit marks, etc. 

 Maintain and update the college's style guide as needed 

 Approve and maintain letterhead, envelope and business card holders through 

available online ordering site 

 Serve as college's photographer  as needed and ensure college maintains an adequate 

supply of images used in various materials, including the acquisition of stock photos 

when necessary 

 Work with the Provost and Director of Development to develop marketing strategies 

for College fund raising and produce appropriate publications for that purpose 

 

Public Relations: 

 Establish and maintain contacts with members of the media 

   Develop contacts with television, newspaper, and other appropriate outlets. Ensure 

coverage of college events and issues as appropriate 

  Write and/or edit and distribute press releases, op-ed pieces and other 

articles/stories as appropriate 

 Develop stockpile of human interest articles/stories for distribution as needed 

 

 



 

 

 Maintain contact list of outlets for distribution purposes 

 Maintain availability of interviews and media contact as necessary 

 Provide training and expertise to other College personnel who may be interviewed 

 Serve as the college spokesperson as needed 

 Coordinate the college's crisis communications plan as needed 

 Serve on various community boards , civic organizations, and other community 

gatherings as needed 

 Project a positive public image of the College at all events 

 Coordinate various events for the College as requested 

 Determine appropriate decorations, menu, etc. for event and arrange for same 

 Coordinate with other College personnel to determine proper time, location and type 

of event to conduct 

 Identify potential strategic alliances that would benefit the College 

   Represent the College at various functions that benefits the College's interest upon 

request 

   Participates with the College's assessment and institutional effectiveness programs 

to develop a more effective learning environment and to improve student learning 

   Acquires and maintains sound knowledge and understanding of College's mission 

and programs, and uses that expertise to promote the College 

 Perform other tasks and duties as assigned by the President 

 

Qualifications 
 
 

 Bachelor 's Degree in a related field 

 Excellent communication skills, both written and verbal 

 Excellent computer skills, with a knowledge of a variety of modules and programs 

 Experience in developing marketing materials within a specified budget 

 Ability to work with others in a team approach to problem solving 

 Appreciation of the College environment 
 
 

For candidates who do not possess the qualifications, a combination of education and 

experience providing comparable knowledge and abilities will be considered. 

 


