
Position: Communications Manager (Part-time) 
 
Department:   Office of Advancement 
 
Reports to:   Director of Advancement Services  
 
Job Summary:  The Office of Advancement’s Communications Manager will assist in the creation of all 
communications assets and collateral for the department consistent with St. Francis College’s branding 
and fundraising objectives.  
 
Schedule: Flexibility in part-time work hours is required. The normal work schedule for this position 
during the College’s will consist of approximately 15 to 20 hours per week. 
 
Core Duties and Responsibilities: 

 Serve as the focal point for all brand and marketing initiatives across multiple Office of 
Advancement endeavors.  

 Generate communications plans, assets, and collateral for the overall department, including 
email, web, social media, and print materials. 

 Provide vision, leadership, and strategy for sustainable growth across current mass-market 
fundraising channels, including mail, web, social media and email. 

 Lead organizational narrative development process, including finalization and approval of 
messaging, talking points and shared materials.  

 Ensure that messaging stays consistent across Office of Advancement priorities.  

 Liaise with the College’s Office of Communications for integration and consistent College-wide 
branding and messaging.  

 Perform all other duties as assigned. 
 
Website Management Duties and Responsibilities: 

 Oversees all aspects of the Office of Advancement website properties and serves as lead project 
manager on all site redesigns, refreshes, rebuilds, and other technology solutions, working 
effectively with internal and external partners to complete projects on time. 

 Publishes content, builds webpages, creates webforms and installs plugins. 

 Performs all other related duties as assigned. 
 
Email Management Duties and Responsibilities: 

 Build, send and measure email communications for the Office of Advancement. 

 Continually test variables and provide guidance to teams on strategy, content, layout and 
approaches to improve results. 

 Design and implement automated email/mobile campaigns, while continually monitoring and 
adjusting strategies to improve results. 

 Perform all other related duties as assigned. 

Qualifications:  

 Bachelor's degree in a related field. 

 At least one year digital communications experience.  

 Excellent organizational, interpersonal, collaboration, relationship-building, negotiation, and 
oral and written communication skills. 

 Professional experience with digital platforms. 



 Experience with social media channels, email systems, and platforms such as Online Express, 
Raiser’s Edge, Constant Contact, Salesforce, Google Analytics, Adobe products, HTML, CSS, and 
CMS platforms.  

 Ability to work effectively in a fast-paced, highly collaborative, team-oriented environment and 
relate effectively with customers and colleagues at all levels.  

 Ability to anticipate consequences of actions, potential problems, and opportunities for change. 

 Proactive approach to the work.  

 Ability to work independently, prioritize workload, deliver high quality results, and meet 
deadlines while managing multiple competing demands.  

 Meticulous attention to detail. 

 Experience identifying and reaching target audiences and engaging with prospective donors.  

 Strong understanding of the role of customer service in marketing efforts.  

 Culturally sensitive, caring and friendly with a deep understanding and appreciation of an 
inclusive multi-cultural college community and the Franciscan traditions of St. Francis College. 

 An appreciation of working in an inclusive, engaging and diverse college environment.  

 Ability to work with a diverse student and staff population. 
 
About St. Francis College:  
 
For over 150 years, the mission of St. Francis has been to provide an affordable, quality education to 
working class people who otherwise may not be able to attend college. We educate the whole person 
for a full, relational life, developing the students' talents and abilities for meaningful, fulfilling careers, as 
well as for collaborative, service-oriented leadership. The College strives to offer ample opportunities 
for students to immerse themselves in the intellectual, cultural and professional opportunities afforded 
by New York City and to serve the needs of the local community in which they live and study. Our 
location in Brooklyn Heights provides a confluence of cultures and religious beliefs, mirroring our 
commitment to maintain and celebrate our diverse student body.  
 
St. Francis College is strongly committed to diversity and inclusion on our campus and all qualified 
applicants will receive consideration without regard to age, race, creed, color, national origin, sexual 
orientation, gender identity or expression, military status, sex, disability, predisposing genetic 
characteristics, familial status, marital status, status as a victim of domestic violence or any other 
characteristic protected by law. We are an Affirmative Action, Equal Opportunity employer and we are 
committed to increasing the diversity of our faculty, staff, students, and the curriculum. Qualified 
candidates of diverse backgrounds are therefore encouraged to apply. 
 
Interested applicants can apply by clicking here. 
 

https://form.jotform.com/sfcollege/PT_Comm_Mgr

