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Immediate Opening 

 

TITLE:    Communications Manager 

F.L.S.A:    Non-Exempt, Full Time  

REPORTS TO:   Vice President for Institutional Advancement  

 

Summary 

University of Detroit Jesuit High School and Academy seeks a Communications Manager who will 

increase visibility among our prospective and current families, alumni, and community. The ideal 

candidate will have at least two years of relevant work experience, knowledge of Jesuit Education, and 

the flexibility to attend school events during evenings and weekends.  This is a new position.  Salary will 

be commensurate with experience. 

 

Principal Responsibilities 

 Create, edit, and manage content for the U of D Jesuit website to promote and share feature 

stories about students, faculty, staff, athletic teams, academic departments, clubs and activities, 

and other related activities within the U of D Jesuit community. 

 Foster a working relationship with departments across the school (athletics, clubs, faith and 

service, teachers, etc.) to promote and showcase their activities and recognitions. 

 Promote U of D Jesuit to current and prospective families, alumni and UDJ community through 

the use of social media and video campaigns. 

 Manage process for the creation, editing and development of the semi-annual Highlights (alumni) 

publication. 

 Maintain the strong working relationship with local print and digital media sources. 

 

Minimum Requirements 

 Bachelor’s degree in Communications or related field from a four-year college or university.  

 Two (2) years of professional experience in marketing or a related discipline. 

 Working knowledge of website development or content management systems. 

 Able to cultivate relationships with people in different departments within the school, and manage 

multiple social media accounts.  

 Proficient understanding of Windows, Microsoft Office, Adobe InDesign, Adobe Photoshop, 

Twitter, Instagram, Facebook, Snapchat,  and other Social Media and design software.  

 

To apply for this position, complete the on-line the Non-Faculty application and submit with resume, 

cover letter, writing sample, and salary requirements to Jobs@uofdjesuit.org . 

Applications accepted through February 7, 2017. 

http://www.uofdjesuit.org/
http://www.uofdjesuit.org/uploaded/Employee_Assignments/Employment_Application_Non-Teaching.pdf
mailto:Jobs@uofdjesuit.org

