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Classification Title Code/Title: 8851/Manager, Marketing & Communications 
 

Exempt Status: Exempt 
 

Pay Grade: 13 
 
 
Job Summary: Manages internal and external agency communications, coordinates development of effective marketing/ 
communications materials and implements a strategic marketing/communications plan. 
 
 
Essential Duties and Responsibilities 
 

 *Manages internal and external agency communications. Writes, reviews and edits written materials, prepares 
presentations and communicates with appropriate parties to announce new initiatives and discuss organizational 
changes that maintain a positive image of the agency.  
 

 *Coordinates with creative groups in development of effective marketing and communication materials including 
production and design direction, branding strategies, quality control of materials, brand and style guides, etc. 
 

 *Creates, develops and implements a strategic marketing/communications plan for the agency. Creates messaging to 
communicate priorities and impacts for internal and external constituents, elected officials, stakeholders, employees.   
 

 * Serve as a member of executive communications group, oversees website content, maintenance and social media 
strategy. Facilitates key agency events. Assists with pitches and opportunities to various media outlets. May supervise 
support staff. 
 
 

 

This document represents the major duties, responsibilities, and authorities of this job, and is not intended to be a complete list of all 

tasks and functions. Other duties may be assigned. 

Additional Responsibilities 
 
 
Minimum Requirements 
 
Education – Bachelor’s degree in communications or equivalent combination of education and experience. 

Experience – Five years of related experience. 

Knowledge, Skills, Abilities – Excellent verbal and written communication skills and presentation skills. Knowledge of 

word processing, spreadsheet and presentation software. Ability to multi task and work cooperatively with others. 

Registration, Certification, or Licensure –  

 
Supervision Received/Given   under general supervision; may supervise others. 
 
 
Other Requirements 
 

 * 
 

 


