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Marketing Coordinator (Part-time)
Position Summary:
Plymouth Christian Academy is seeking a part-time Marketing Coordinator. This position reports to the Advancement Director. 
We are looking for an individual who enjoys working as part of a team but is also self-motivated. A strong candidate will be able to creatively use their skills and abilities to positively promote PCA through the normal channels but will also be creative about finding new ways to raise PCA’s brand awareness. This person will also need to have strong personal communication skills and be comfortable promoting PCA with outside groups.
Essential Duties and Responsibilities

Marketing & Communications 
· Develop and implement marketing initiatives that support the school’s enrollment, advancement, and overall communications goals. 
· Maintain a consistent brand identity across all school communications and marketing materials. 
· Create, edit, and distribute marketing content for print, digital, and electronic communications. 
· Develop promotional materials including flyers, brochures, advertisements, signage, presentations, and other collateral. 
· Assist with the development and execution of annual marketing and communications campaigns. 
· Coordinate school-wide communications to ensure messaging is timely, accurate, engaging, and consistent.

Digital & Social Media 
· Manage and maintain the school’s social media presence across relevant platforms. 
· Develop and maintain a social media content calendar. 
· Create engaging written, photographic, and video content highlighting student life, academics, athletics, fine arts, events, and the school’s mission. 
· Monitor social media engagement and provide regular reporting and recommendations for improvement. 
· Assist with maintaining and updating the school website to ensure content is current, accurate, and aligned with marketing and enrollment goals. 
· Support efforts to improve the school’s visibility through search engine optimization (SEO) and digital marketing.

Enrollment & Community Engagement 
· Collaborate with the Admissions and Advancement teams to create marketing materials and campaigns that support student recruitment and enrollment. 
· Promote admissions events, school tours, open houses, and other enrollment initiatives. 
· Help communicate the school’s mission, distinctives, programs, and student experience to prospective families. 
· Develop content that highlights student and alumni stories, accomplishments, and testimonials. 
· Support efforts to strengthen relationships and engagement with current families, alumni, grandparents, donors, and the broader community



Events & School Promotion 
· Assist with the planning, promotion, and execution of school events and special campaigns. 
· Coordinate marketing and promotional needs for events, including signage, digital communications, social media, photography, and print materials. 
· Help ensure a consistent and professional presentation of the school at events and in the community. Photography, Video & Content Creation 
· Capture and organize photography and video content for use in marketing, social media, website, and school communications. 
· Coordinate with staff and students to identify opportunities for compelling stories and visual content. 
· Maintain an organized library of approved photographs, videos, logos, and other marketing assets.

Administration & Coordination 
· Coordinate with faculty, staff, administrators, and outside vendors to gather information and execute marketing projects. 
· Manage marketing timelines, projects, and deadlines. 
· Maintain relationships with printers, designers, photographers, and other external marketing vendors as needed. 
· Track marketing expenses and assist with managing the marketing budget. 
· Monitor current marketing trends and recommend new strategies, tools, and opportunities. 
· Perform other duties as assigned in support of the school’s mission and marketing objectives.

Qualifications
Personal Qualifications: Faith and Mission Alignment
The Marketing Coordinator must personally attest, believe, support and uphold the mission, vision, values, and Statement of Faith of Plymouth Christian Academy. The individual is expected to conduct all duties in a manner that reflects Christian principles, professionalism, integrity, and faithful stewardship of school resources.  The Marketing Coordinator must have a demonstrated personal faith in Jesus Christ and a desire to contribute to a distinctly Christian school community.

Professional Qualifications
· Bachelor’s degree in Marketing, Communications, Public Relations, Journalism, or a related field preferred. 
· 2–3 years of experience in marketing, communications, public relations, social media, or a related field preferred. 
· Excellent written and verbal communication skills, with strong attention to grammar, spelling, tone, and detail. 
· Strong storytelling and copywriting skills, with the ability to communicate effectively to a variety of audiences. 
· Strong understanding of social media platforms, content creation, and digital marketing best practices.
· Experience managing social media accounts and developing content calendars. 
· Proficiency with website content management systems and basic understanding of SEO and digital analytics. 
· Experience with email marketing platforms and digital communication tools. 
· Strong visual communication skills and familiarity with graphic design tools such as Canva or Adobe Creative Suite. 
· Ability to maintain consistent branding across multiple platforms and types of communication. 
· Highly organized, detail-oriented, and able to manage multiple projects and deadlines simultaneously.
· Strong interpersonal and collaborative skills, with the ability to work effectively with administrators, faculty, staff, parents, students, and outside vendors. 
· Creative, resourceful, and proactive, with the ability to identify opportunities to promote the school and tell its story. 
· Ability to work independently while also functioning effectively as part of a team. 
· Strong judgment and discretion when handling sensitive or confidential information. 
· Ability to adapt to changing priorities and work effectively in a fast-paced school environment.
· Commitment to confidentiality and ethical financial practices.

Physical Requirements
· Prolonged periods of sitting and computer work.
· Ability to occasionally lift up to 25 pounds.
· Ability to file, organize, and retrieve records.


Note: School policy requires that each successful applicant be free of past serious legal infractions as determined through criminal records check with local, state, and federal law enforcement agencies.  
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