
 

POSITION VACANCY 

Communications Manager 

  

Position:  Muskegon Community College is seeking qualified candidates for the position of 

Communications Manager. 

 

Responsibilities:     The Communications Manager is responsible for managing the College’s website, 

newsletters, social media, and other online engagement, along with the 

implementation of other marketing strategies and projects that engage the 

community and promote awareness of the College. 

 

Qualifications:  Bachelor’s degree in marketing, technology, communications or related field 

required. 

 

The position requires someone who is tech-savvy, data-driven, has a strong 

attention to detail, and has the ability to write copy that motivates people to 

action.  Candidates must have demonstrated success in all areas of online/digital 

media, including but not limited to:  website development and management, 

social media, integrated online advertising strategies, and implementation of new 

and emerging technologies.  Candidates must have strong project management 

skills, outstanding interpersonal, presentation, and communication skills, and a 

strong awareness of brand management and donor stewardship best practices.  

Must have advanced skills in all areas of digital communications and 

programming, Microsoft Office, and Adobe Creative Suite.  Must have good 

photography skills and a basic awareness of video production.  Knowledge of 

Raiser’s Edge or other constituent database is preferred.  Bachelor’s degree in 

marketing, technology, communications or related field and four or more years 

of related employment experience required. 

 

   

Essential Functions  1. Manage the College’s website, social media accounts, and other online/digital 

communications. 

 

2. Develop and implement integrated online marketing plans and continuous 

quality improvement plans that ensure the College’s website and online 

communications are anticipating the needs of constituents and meeting or 

exceeding expectations. 

 

3. Assist in the development and implementation of communication strategies 

and materials for all of the College’s community relations projects, ensuring 

that all communications are on message and supporting the brand 

management goals of the Community Relations Department and the College.  

 

4. Develop compelling copy as needed for media releases, publications, and 

other print and electronic communications.  Harvest testimonials from 

students and other constituents and develop library of individual and 

program success stories.  



 

Muskegon Community College continues to promote staff diversity. Minorities, women and the physically challenged are 

encouraged to apply.  Anyone with a disability will be reasonably accommodated by the college.  If you have a disability and 

need an accommodation or assistance in applying for this position, please contact Human Resources. 

 

Muskegon Community College is an equal opportunity employer and does not discriminate on the basis of race, 

color, religion, sex, national origin, marital status, sexual orientation, political persuasion, disability, height weight 

or age in any of its educational programs, activities and employment.   

 

  

5. Assist in the development and implementation of a campus-wide brand 

management manual.  Monitor all aspects of the College’s brand management 

practices and suggest improvements and additions to the brand management 

manual as needed.   

 

6. Act as campus photographer; take photos as needed for communication 

materials and document events.  Assist MCC TV and other Community 

Relations staff with video productions. 

 

7. Act as project manager for the Office of Community Relations; assist in the 

development and implementation of the Office of Community Relation 

annual budget and continuous quality improvement plans; produce monthly 

dashboard reports that outline performance; ensure that members of the 

Office of Community Relations team adhere to deadlines, procedures, and 

best practices.   

 

8. Ensure that all activities support the College’s Strategic Plan. 

 

9. Perform other duties as assigned by the supervisor. 

 

Salary:  Professional Staff I $44,000.00 - $71,000.00 per year 

 

Hours:  Monday-Friday, 8:00 a.m. to 4:30 p.m. or as assigned by supervisor. 

 

Application  

Deadline:                  

  

December 16, 2011 at 4:30 P.M. 

 

 

  
 

APPLICATION INSTRUCTIONS: 
A new, completed, and signed Communications Manager Application Form with cover letter, 

resume’ and transcripts must be received no later than 4:30 p.m. on the posted deadline. A resume’ is 

not considered an application but a supplement to the application.  Unofficial transcripts will be accepted with the 

application, but official transcripts will be needed if appointed to the position.  The college does not return 

application materials.   To receive an application, call,  e-mail, or write to the Office of Human 

Resources, Muskegon Community College, 221 S. Quarterline Road, Muskegon, Michigan 49442; call  

(231) 777-0698; fax to (231) 777-0601; e-mail to HumanResources@muskegoncc.edu. 

 

 

http://www.muskegoncc.edu/PDFFiles/HR/MCC-CommManagerApp.pdf
mailto:HumanResources@muskegoncc.edu

