
JOB DESCRIPTION 
 
POSITION: Coordinator of Enrollment Communications 
DEPARTMENT: Enrollment Operations 
CLASSIFICATION: Administrative 
POSITION REPORTS TO: Executive Director of Enrollment Operations 
 
JOB FUNCTION: 
 
The Coordinator of Enrollment Communications is responsible for assisting the director in 
the operation of a comprehensive communications program for King’s College, which 
Includes coordinating all recruitment mailings and communications and maintaining social 
media content, defining strategies for optimal delivery and audience engagement, and 
communicating analytics in support of King’s brand profile across digital platforms. The 
Assistant Director works collaboratively with departments across the college, in particular 
with Marketing and Athletics.  
 
ESSENTIAL ELEMENTS: 
 
 
 
Promote the University to prospective students through various communication channels 
including direct mail, electronic communication, and social media 

Serve as point person for the college’s social media sites, including Facebook, Twitter, 
Instagram, and Snapchat, by identifying content for the sites and monitoring 
consistency and quality. Review social media sites and updates as needed; develop 
college-related content for new applications.  
 
Cross train members of the Enrollment and Marketing & Communications teams on 
social media platforms as needed. 
 
With Marketing and any outside vendors, manage the planning, design, and 

implementation of recruitment publications and electronic messaging to prospective 

undergraduate and graduate students 

Plan and manage the execution of the print and electronic communication series to 
prospective undergraduate, graduate, and international students 

Maintain the inventory of recruitment materials and reorder materials as necessary 

Coordinate admissions search buys through the College Board and NRCCUA  

Manage contractual agreements and lead development with third party vendors. 



Work with Marketing and Communications to manage marketing the university to 

prospective students through various mediums, including radio, television, and online 
search engine marketing 

Maintain Admissions webpages and web front-end pages in CRM system 

Position may often require availability outside of traditional business hours, and on 
evenings and weekends. 
 
Performs other duties as assigned. 
 
REQUIRED SKILLS, EXPERIENCE AND TRAINING: 
 
Bachelor’s degree in communications, digital marketing, English, or related field. Excellent 
writing and communications skills. Thorough understanding of social media platforms, 
including, but not limited to, Facebook, Twitter, Instagram, LinkedIn and Snapchat. Must 
possess proficiency in Microsoft Office suite and basic video/audio editing. Knowledge of 
Adobe Creative Suite, Final Cut Pro X or Adobe Premiere preferred. Experience with 
analytics tracking software. Three (3) to five (5) years of public relations or social media 
experience, preferably in an educational setting. 
 
WORKING CONDITIONS: Typical office working conditions. Finger dexterity, ability to sit 
for long periods of time. 


