
Communications Manager 

  The Girls’ Middle School | 2020 

The Girls’ Middle School   
Imagine a school where each day is alive with learning, creativity, and a spirit of adventure. The Girls’ 
Middle School is committed to progressive education and innovative programming, meeting the needs of a 
wide range of middle school students. Our project-based curriculum encourages creativity, problem 
solving, and independent thought. Attention to girls’ emotional and social growth develops self-knowledge 
and confidence as well as teamwork and leadership skills. A GMS girl discovers her strengths and expresses 
her voice while respecting the contributions of others. 
  
GMS celebrates and is inclusive of different perspectives coming together in community. We are 
committed to broadening the diversity, in all dimensions, of our staff. 

Job Summary 
GMS seeks a full-time Communications Manager beginning August 1, 2020. The Communications 
Manager is a member of the Advancement team, reports to the Director of Advancement and works closely 
with the Head of School and other administrative leaders. The Communications Manager will develop and 
deliver key messages, ensure consistency and continuity in all communications, and reinforce the mission 
and goals of GMS. 
 
The ideal candidate will have knowledge of and appreciation for all-girls and progressive education and the 
ability to articulate these benefits clearly. They will be friendly, enthusiastic, proactive, and forward-
thinking. They will be detail-oriented, an exceptional writer, well organized, able to produce work quickly, 
possess strong time and project management skills, and be able to reliably oversee multiple workstreams 
simultaneously in an efficient manner. The ideal candidate will have facility with the Spanish language. 
They will collaborate with the school’s administrative team, faculty, and staff to develop and execute 
initiatives, remain current on key issues, and to cultivate positive relationships with the school’s 
community members. 

The Communications Manager Will 
• Create a Communications strategy, plan, and execute (digital and print) for programs, 

development, alum association, and related events.  
• Manage the school’s website, www.girlsms.org. 
• Maintain the school’s social media presence.  
• Work closely with the Director of Special Projects and Registrar on two major annual publications 

to current families (Annual Update and August Update). 
• Craft and publish the weekly community newsletter, The Scoop. 
• Manage the school’s photography. 
• Document and share campus activities and events. 
• Be responsible for school-wide and community messaging and press relations.  
• Assist the Parents’ Association with communications and social media. 
• Assist the Admission team with communications. 
• Support events including donor receptions, Entrepreneurial Night, Alum Association, as needed. 
• Drive the Annual Report project. 
• Manage the school’s digital calendars. 
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• Maintain and implement the school’s Style Guide, using consistent standards in all publications. 

Primary Duties and Responsibilities 
• The Communications Manager serves as the primary writer, editor, photographer, website and 

social media manager, and creative director for graphic design.  
• Manage the school’s website on a regular basis, including monthly written and visual content. 

Knowledge of html is not necessary but helpful.  
• Craft and publish the weekly communication, The Scoop. This includes writing and editing 

content, coordinating with various contributors and finding appropriate photos and images.  
• Train and support new and existing staff, parents, and trustees on communications platforms, as 

necessary.  
• Produce, in partnership with the Director of Advancement and the Advancement office, all 

publications and published materials, including the Annual Report, Bennett Scholars Breakfast, 
collateral for Advancement office initiatives, and information resources such as handbooks and 
directories. 

• Work with the Director of Admission to assist with the production of admissions collateral to 
assure visual and editorial consistency. 

• Oversee the translation of communications into Spanish, as needed. 
• Create regular updates to the school’s media accounts, including, but not limited to, Facebook and 

Instagram. Driving the school’s social media strategy. 
• Photograph, video, and document happenings on campus, including major ceremonies as well as 

spontaneous moments to help convey the spirit and highlights of the GMS experience.  
• Manage the collection of photographs and videos for the school’s website, print publications and 

archives. 
• Create promotional signage for school events, as needed. 
• Engage as a member of the Advancement Team, supporting work within the office during the 

school year. Participating in Advancement Team meetings and other team activities. 
• Attend and assist in the execution of major school events. 
• Participate in opportunities to stay abreast of current and leading practices including professional 

development opportunities and peer outreach. 

Qualifications and Abilities 
• Bachelor’s Degree. 
• Independent school, non-profit and/or marketing/communications experience preferred. 
• Ability to communicate effectively with school representatives, parents, students, alumni and 

donors. 
• Excellent writing and editing skills. 
• Attention to detail and outstanding organizational skills. 
• Excellent computer skills, including proficiency with Microsoft Office applications and Google 

Suite, and comfort with databases, social media, and emergent technologies. Familiarity with 
Adobe Creative Suite, Constant Contact, Finalsite, Hootsuite, Raiser’s Edge, and YouTube, a plus. 

• Experience with digital photography, graphic design. Video production, a plus. 
• Sound judgement relating to confidential projects, personnel, school, or student matters. 
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• Ability to be a self-starter and work independently. 
• Ability to multitask, meet deadlines, and manage many different projects at once. 
• A cooperative team approach with colleagues and a willingness to take on responsibilities beyond 

those explicitly defined. 
 

This is a full-time, 12-month position. A willingness to work outside of 9-5 business hours is essential, as 
peak periods and special events necessitate some evening and weekend work. 

Interested candidates  
Please submit a resume, cover letter, and list of references to Tesha McCord Poe, Director of 
Advancement, employment@girlsms.org.  
 
 


