
 

 
 

 
 

March 26, 2013  
 
Position Title:  Educational Support Professional – Communications 
Position Number: 418 
Hours Per Week: 40 Hours/52 Weeks 
Salary Schedule: GRCCESP, Level - B $15.84 
Reports to:  Director of Communications  
Closing Date:   April 9, 2013 
 
MAJOR RESPONSIBILITIES 

- Support the Director of Communications in the creation and implementation of the Communications 
Department strategic plan and the college wide communications plan.  

- Act as traffic manager for department responsibilities and projects managed by others in department – 
monitor deadlines, coordinate information, tasks and people within and outside of department, ensure 
customer needs are met – using Basecamp project management software. 

- Provide administrative support, including calendar management, to the Director of Communications. 
- Manage Communications Department budget transactions, including the ProCard, using Peoplesoft 

Financials, Excel and other software as needed.  Budget for, track and document all spending.  
- Assist the Director of Communications in budget forecasting.  
- Field media and advertising calls. 
- Assist in drafting, editing, and distributing various internal and external GRCC publications and news 

releases to media and other interested parties as needed. 
- Create and distribute monthly GRCC events calendar to the department, the President’s Office, and local 

media calendars. 
- Work closely with college departments, and GRCC Foundation, to assist in planning and deploying events 

as needed. 
- Collect and submit bi-weekly payroll. 
- Purchase and distribute promotional items for donations, special events, and special interest groups on 

and off campus as needed. 
- Assist in the supervision of Communications interns and student employees. 
- Provide backup to the GRCC switchboard as needed. 
- Maintain a database of local and regional media contacts.  
- General management of office including maintaining general and confidential files, scheduling meetings, 

note taking and managing daily and bulk mailings. 
- Participate in GRCC committees and teams.  
- Other duties as assigned by the Director of Communications. 

 
 
 



 

 
 
REQUIREMENTS 

- Associates degree required, Bachelor degree preferred. 
- Five or more years experience in public relations, advertising or marketing position with advanced copy-

writing experience preferred. 
- Excellent communication skills including written, oral, presentation, and project management skills. 
- Must display critical thinking and problem solving abilities. 
- Must be experienced in customer service and relate well to students, staff and faculty. 
- Ability to operate and trouble shoot general office equipment. 
- Knowledge of Microsoft Office, Peoplesoft, Drupal, Basecamp, Widen and the willingness to learn other 

programs as needed. 
- Meet minimum standards of the Educational Support Professional testing process (testing components: 

ability to type a minimum of 45-50wpm; 90% proficiency in math; 80% proficiency in edit/format letter 
and paragraph retrieval to format a letter; 70% proficiency in Excel/spreadsheet and language arts), plus 
possess excellent proofreading skills and have aptitude for detail work, including record-keeping and 
filing.  

- In-basket assignment will also be required. 
- Knowledge of electronic design, print production, and photography. 
- Demonstrate the ability to work in a team and practice quality improvement. 
- Must be able to work under pressure to meet deadlines and manage multiple projects. 
- Prior experience in an educational setting desired. 
- Must have good managerial, organizational, problem solving and creative thinking skills.  
- Must be dependable and have the ability to complete job assignments with little to no supervision. 
-  

METHOD OF APPLICATION 

To apply for this position, please visit our website at www.grcc.edu/jobs.  Grand Rapids Community 
College is only accepting online applications for this position.  Submit a cover letter and resume.  The 
opportunity to apply for this position will close on April 9, 2013.  Individuals with diverse backgrounds 
are encouraged to apply.  Grand Rapids Community College is an Equal Opportunity Employer. 
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