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PERSONneL POLICY GUIDELINES FOR JESUIT SPIRITUAL CENTER
JOB DESCRIPTION
I.  IDENTIFYING INFORMATION
Position Title: 	Marketing Director
Department:	Administration
Status:		Full time, 12 months, Salaried
Reports to:		Executive Director
II. PRIMARY FUNCTION OF THIS POSITION
Marketing Director is responsible for developing and executing a comprehensive marketing, communications and public relations program, from budget to implementation that will enhance the image and position of the mission and ministry of the Center. 
III. POSITION CONTENT
MAJOR RESPONSIBILITIES AND REGULAR ACTIVITIES
1. Develop and implement annual comprehensive marketing plan that includes, print, radio and online content
2. Design promotional materials including ad design and marketing copy
3. Oversee web page and social media content and responsible for keeping information current. Leverage social media in promotion of the JSC mission and programs.
4. Designs and reviews all marketing materials for all departments to ensure a consistent message.
5. Collaborates with departments to ensure timely promotion of programs.
6. Design and coordinate with Director of Hospitality retreat welcome materials.
7. Collaborate with the Development Department on communications, materials, newsletters, brochures, and fliers.
8. Develops and oversees implementation of style guide.
9. Develops and oversees marketing budget.
10. Schedules and attends conferences and events promoting JSC.
11. Works collaboratively with all departments.
12. Works with vendors for all marketing needs: advertisement, swag, printing, etc.
13. Be available and present at specific events in support of advancement efforts.
14. Collaborate with the Executive Director in the overall management of the marketing strategy.
15. Remain current on laws, policies, copyrights and best practices related to marketing 
16. Serve on the JSC Board Marketing Committee and fulfill other responsibilities as assigned by the Executive Director

Position SPECIFICATIONS/REQUIREMENTS
SKILLS, KNOWLEDGE AND/OR ABILITIES
1. [bookmark: _Hlk97819605]Practicing Catholic; familiarity and identification with the language and values of the Catholic Church
2. Understanding of Ignatian Spirituality and the Society of Jesus
3. Possesses organizational and time management skills
4. Proficient in verbal, written communication and editing 
5. Works collaboratively with others in a team approach to ministry
6. Self-motivated, flexible, ability to multi-task, and adaptable in a variety of work situations
7. Effective pastoral and public speaking skills
8. Ability to welcome and work with diverse groups and individuals (race, socioeconomic, religion, etc.)
9. Understands non-profit and “zero-balanced” budgeting methods and procedures

PREFERRED EDUCATION, TRAINING, AND/OR EXPERIENCE
1. Bachelor’s Degree
2. Archdiocese of Cincinnati SafeParish Certification
3. Knowledge and ability to use various software, including Adobe CC (InDesign, Photoshop, Illustrator), Office 365 products, and Donor Perfect
V. WORKING ENVIRONMENT/PHYSICAL WORK DEMANDS
1. Standing or sitting for long periods of time 
2. Physical lifting
3. Confidentiality
4. Monday – Friday 8:30 – 4:40, including an occasional evening and/or weekend
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