
Director of Marketing & Events 
Hastings Catholic Schools   

Job Description 

Reports to:  Executive Director for Advancement – Hastings Catholic Schools 
Date: October 2018 
 

BASIC FUNCTION: This position is responsible for the communication of the Hastings Catholic 

Schools brand to our stakeholders (students, families, employees, alumni, donors, parishioners and 

friends.) This includes the creation of a strategic and tactical plan for all external and internal 

communication and the implementation of strategies to enhance the overall marketing, retention, 

recruitment and enrollment of Hastings Catholic Schools. This position is responsible for the management 

of quality events and programs which increase engagement and result in positive public relations for 

Hastings Catholic Schools so as to increase engagement with and giving to Hastings Catholic Schools. 

 

PRINCIPAL ACCOUNTABILITIES include but are not limited to: 

 
Coordinate marketing and communication. Including but not limited to:  

 Develops and manages through the creation of consistent and effective marketing, branding, 

public relations, social media, editorial content planning, graphic design, production knowledge, 

website content, publications, materials, advertising logistics, multi-media campaigns, programs 

technology and strategic communications  

 Creates and implements communications plans for the short, medium and long term. 

 Coordinate the building of relationships with a wide range of stakeholders locally, regionally, and 

nationally to advance the goals of HCS through communication tools. 

 Management of budgeting for marketing, special events and enrollment.  

 Serves as a liaison to the Marketing and Enrollment Committee. 

  

Coordinate events and donor and alumni programs. Including but not limited to:  

 Coordinate, administer, and ensure execution of all logistics of HCS special events, alumni and 

donor programs and school events (locally and regionally).  This includes, but is not limited to, 

selection of location, contract negotiations, food and beverages, travel, AV, and décor.  Events 

include, but are not limited to: alumni tournaments, class reunions, homecoming reunions, 

Bazaar, youth tournaments, B.L.U.E., other as assigned. 

 Speak to alumni, students, parents, and/or community members on behalf of Hastings Catholic 

Schools when requested and in conjunction with speaking/appearance plans of the School or 

Foundation.  

 Recruitment and management of volunteers.  



 Assist in ensuring that HCS administration and staff is well-prepared for events and reunions by 

reviewing details, timelines, expectations, and follow-up procedures.  

 

Coordinate enrollment and retention plans. Including but not limited to:  

 Implements with principals a comprehensive admission program including enrollment strategies, 

retention strategies, admission events, student visits, and orientations for prospective/new 

families.  

 Prepares admission material, maintains admission section of the website, and initiates and 

maintains digital media marketing.  

 Organizes inquiries and communications with local pastors regarding parishioner eligibility and 

enrollment.  

 Communicates effectively within the school community and with prospective families.  

 

Advise and educate students and stakeholders on the importance of their role in the Alumni 

Association, Foundation and Marketing. 

 Educate students and other stake holders on the importance of creating pride in and loyalty for 

Hastings Catholic Schools.   

 Assist in the coordination of efforts to increase student understanding of the Alumni Association, 

Foundation. 

 Educate, train and engage employees and students on marketing efforts and outreach. 

 

Coordinate research and communication efforts, including, but not limited to:  

 Assist School and Foundation staff in historical research efforts and archive information 

important to the Alumni Association and Foundation.  
 Coordinate mailings as needed.  
 Follow up with all written/email/telephone correspondence.  
 

QUALIFICATIONS: 
 

The candidate must have an understanding and passion for the Catholic mission and possess an ability to 

articulate basic teachings of the Catholic Church as appropriate for this position, especially when 

representing the mission of Hastings Catholic Schools to the general public. Must be energetic, high-

performer, committed to the school’s mission, exude drive, joy, initiative, flexibility, dependability and 

ability to work productively under multiple deadlines. Bachelor’s Degree. A minimum of five years of 

relevant professional experience in communications, marketing, public relations, admissions or 

advancement, preferably in an educational, non-profit or small office settings. Thorough understanding of 

marketing and branding principals. Proficiency in: Microsoft Office, Adobe InDesign, Adobe Photoshop, 

Web Design/HTML, Social Media Platforms. Excellent writing, editorial and proofreading skills. High 

standard of customer service and follow through. Professional and personal integrity with the ability to 



maintain confidentiality. Strong organizational and time management skills are essential. Ability to 

project, manage and report financial budgets. Willingness to complete other duties as assigned. 

 

TYPICAL PHYSICAL REQUIREMENTS/WORKING CONDITIONS 

 

 Must be able to stoop, sit, stand, push, pull, and stretch  consistent with an office environment; 

 Must be able to drive to various locations as required; 

 Must be able to use standard office equipment such as computer, telephone, fax machine etc. in 

conjunction with administrative duties; 

 Non-traditional work hours are required: nights, weekends, holidays - all as appropriate to the events 

and tasks at hand. 

  

Approved: ____________________________________ Date: _______________ 

       Superintendent of Schools 

 

Reviewed:  ____________________________________   Date: ______________ 

                       Unity Board 


