
 

 

Sisters of Notre Dame de Namur 
Development Office 

 

Communications Manager 
 

 

Position Summary: 
 

Produces print and digital materials that develop and enhance relationships with the friends, 
relatives and alumnae of the Sisters of Notre Dame de Namur primarily by communicating the 
mission, spirituality and ministries of the Sisters of Notre Dame de Namur, their associates and co-
workers.  Maintains the integrity of the brand of the Sisters of Notre Dame de Namur.  Designs 
and manages production of print materials. Works collaboratively, in a team style, to maximize the 
particular strengths of each department of the Province including but not limited to: Finance, 
Mission Integration, Justice and Peace, Associates, Information Technology, Archives, Vocations 
and Development. 
 
Responsibilities: 
 

 Design printed materials for newsletters, brochures, invitations, mailers, vocations 
materials, etc. and oversee their production.  Give final approval on proofs. 

 Oversee the content for Province related press releases while working with Leadership 
team. Coordinate the distribution of Province related press releases. 

 Oversee the audio and video portions of programs at Development events. 
 Coordinate photographers for events and publications. 
 Direct photo and video shoots, e.g. Jubilarians and Board photos. 
 Manage production schedule of Development Department calendar. 
 Maintain relationship with printers, photographers and videographers, graphic designers, 

as well as other vendors when applicable. 
 Work closely with our Digital Media Manager as well as writer to develop public 

relations materials and fundraising materials including our (4) annual appeals, 
publications, annual report and events as well as campaigns and special projects. 

 Serve as the project manager on multiple printing projects and manage production 
schedule between internal staff and outsourced vendors when applicable. 

 Be an active member in sharing best practices with other Sisters of Notre Dame de 
Namur provinces and their communications staff. 

 Manage the Editorial Board meetings and provide long term strategy for future issues of 
Cross Currents and Annual Report. 

 Act as consultant for marketing and communications needs for Ohio Province 
departments. 

 Maintain a strong working partnership with Digital Media Manager to ensure all digital 
media and print material is consistent. 
 

We Value: 
 Minimum Bachelors degree in Communications, Journalism or related field 
 Experience working in communications for non profit organizations 
 Superb written and verbal communications 
 Excellent presentations skills 
 Strong organizational skills 



 

 

 Excellent multitasking skills 
 Highly developed attention to detail 
 Creative and strategic thinker 
 Experience working with event planners, AV technology and video production 
 Willing to travel and work weekends as needed 

 
Software experience competencies 

 Adobe Suite proficient, especially InDesign, Illustrator and Photoshop 
 Blackbaud Raisers Edge 
 MS Office 

 
Special Projects 

 Response to requests related to external communications and preserving the brand as 
requested by the Provincial Team. 

 
 

Accountable to:  Director of Development 
 


