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NELSON COUNTY SCHOOL

Job Description
TITLE:   GRANT WRITER/COMMUNITY RELATIONS DIRECTOR
QUALIFICATIONS:  

Bachelor’s degree in journalism, communications, public relations or marketing or a bachelor’s degree in education with a minor in journalism, communications, public relations or marketing. Some newspaper, broadcast or marketing work experience is desirable. High-level computer skills are required
REPORTS TO:  Superintendent

JOB GOALS:

Grant Writer: To seek financial opportunities for the district through grants for the purpose of funding school system programs   
Community Relations Director: To advance a consistent marketing image for the school district by planning, organizing, executing and evaluating internal and external communications  

PERFORMANCE RESPONSIBILITIES: 
Grant Writer

Writes and/or assists in writing grants for district staff

Monitors philanthropic websites, reviews trade publications and maintains contact with state and federal agencies that offer funding opportunities.
Completes required forms, informs the school board of proposals for review, and delivers the necessary copies to funding agencies.
Attends bidder's conferences for the purpose of reviewing potential grants. 

Conducts meetings with district staff for whom the grants will be written.
Maintains an organized library of submitted grants, both funded and
unfunded, for the purpose of research and the potential to resubmit.
Notifies all principals in the district of potential funding opportunities, matching those grants with the particular needs for each building/program.


Community Relations Director

Supervises the gathering of materials and executes the writing, editing, design, layout and printing of the district’s communications. 

Confers with other district personnel on issues relating to internal and external communications.

Identifies appropriate subject matter, shoots photographs and writes press releases and promotional spots for the media.

Develops audio-visual presentations, scripts and speeches as necessary.

Serves as an ex officio member of committees where communications are needed.

Serves as a liaison to the endowment fund and the district alumni committee
Attends Nelson County Board of Education meetings and assists in the distribution of communications that report the board’s proceedings.

Attends Principal/Administrator meetings and distribute a record of proceedings to the appropriate audience. 

Serves as the district School Report Card contact.
Submits award nominations for the school district, both state and federal.
Remains abreast of current affairs, governmental policy and local issues as they relate to education.

Attends professional development opportunities and professional organization meetings.

KNOWLEDGE AND ABILITIES: 
Knowledge of:


Communications theory and research

Written and oral communications skills

Local community issues
Basic school law

Digital and traditional photography

Professional level desktop publishing techniques and software

Basic offset printing terminology

Professional level Web design software

Basic file transfer software

Typical office software such as word processing and spreadsheets

Research techniques

Positive interpersonal skills

Ability to: 

communicate with others both orally and in writing
synthesize information and write or deliver results effectively
work independently or as a member of a team

work well with or without direction

multitask and organize a workflow 

set and meet deadlines

keep necessary records

demonstrate regular attendance and punctuality.

adhere to the Code of Ethics for Public Relations Personnel

perform other duties as assigned by the superintendent
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