
 

SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 01/03/17 
 

TITLE:  Vice President, Marketing and Public Relations 

  

DEPARTMENT:  Marketing, Public Relations, and Government Affairs 

 

SECURITY SENSITIVE: Yes 

 

FLSA STATUS: Exempt 

 

BAND:    38  

 

FUNCTION:  The Vice President, Marketing and Public Relations provides leadership 

and vision for the College’s strategic and integrated marketing and public relations effort. 

The vice president has an integral role in planning, budgeting, development, and 

implementation of the College’s marketing strategies, communications, and public 

relations activities, both internal and external. The vice president leads and directs the 

marketing public relations and event staff with functions including external public 

relations, print and web communications, media relations, crisis communications, and 

social media; oversees the marketing and design team; and oversees the digital marketing 

and website team. The vice president, marketing and public relations, collaborates closely 

with members of the College community to ensure consistent and integrated use of the 

brand and communication messages. The vice president, marketing and public relations, 

also serves as the College spokesperson during crisis situations and for any other 

appropriate media interview. 

 

REPORTS TO:  Vice Chancellor, Marketing, Public Relations, and Government 

Affairs 

 

SUPERVISES:   Director, Marketing (1) 

Director, Digital Marketing (1) 

Event Planner (1) 

Sr. Communications Coordinator (1) 

Communications Coordinators (2) 

 

 

  



 

MAJOR REPONSIBILITIES: 

        Frequency 
Essential Job Functions1  D, W, M, Q, A2%Time 

1. Provide centralized strategic marketing and public 

relations direction by developing an integrated 

marketing communications strategy that supports the 

mission and brand identity of the College through 

marketing and public relations campaigns, website 

design and content, advertising (traditional and digital), 

social media, and all external and internal 

communications. 

D 15 

2. Oversee the writing, editing and print production of 

news releases, copy for marketing materials, athletic 

media guides, brochures, website, and other marketing 

and advertising material to ensure the writing meets 

College and AP standards, and delivers a consistent 

brand message. 

D 10 

3. Generate media coverage by building relationships 

with key media at the local, regional, and national level.  
W 10 

4. Oversee coordination of media responses by 

consulting with appropriate College personnel to 

determine College response and development of media 

statement. Serve as College spokesperson during crisis 

situations and as appropriate for other media 

interviews. 

As needed  

5. Oversee College-wide event planning. D 15 

6. Manage and maintain the College’s public relations 

software database. 
D 5 

7. Manage and activate the emergency notification 

system during a crisis situation. 
As needed  

 
  

8. Oversee the College’s trademarks and marketing 

copyrights in reference to marketing brand marks. 
As Needed  

9. Actively engage with the College’s external 

advertising agencies, assisting with advertising 

campaign design, concept, and placement; as well as 

provide creative design approvals. Collaborate with 

director, marketing on traditional media buy and RFP 

process for radio and television advertising; and 

collaborate with director, digital marketing, on digital 

advertising media buy, placement, and analytics 

reporting. 

W 30 

                                                 
1 All job functions MUST add up to 100% 
2 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 



 

11. Assist in the management of the department’s 

annual centralized marketing budget.  
A 5 

12. Serve as editor for College magazine and monthly 

Houston Chronicle insert. 
Q 10 

           

         

        Frequency 

Additional Job Functions:    D, W, M, Q, A%Time 

1. Attend College and campus meetings on behalf of the 

marketing, public relations, and government affairs 

department.  

W  

2. Advise College administration, staff, and faculty in 

media relations techniques by providing training 

exercises and materials. 

As needed  

3. Maintain FEMA / NIMS certifications for emergency 

/ crisis communication response. A  

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 Strong supervisory skills 

 Exceptional verbal, writing (media, social media, website, internal), and editing 

abilities. 

 Demonstrated ability to strategically develop, implement and assess integrated 

marketing and public relations strategies and processes. 

 Organizational skills 

 Strong knowledge of public relations event planning and management 

 Ability to work collaboratively with internal and external customers 

 Bilingual skills a plus 

 

Education and Experience: 

 

 Required Education: Bachelor’s degree in journalism, public relations, 

communications, or related field  

 

 Preferred Education: Master’s degree in journalism, public relations, 

communications or related field 

 

Required Experience: 

 Seven (7) years of significant experience in communications, marketing, and 

public relations. 

 Five (5) years of supervisory / leadership experience. 

 

Preferred Experience: 



 

 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications: 

         Frequency 

Work Environment       D, W, M, Q,A 

Office desk D 

Driving between campuses and events D 

Lifting camera equipment that could weigh up to 30 pounds W 

  

  

  

  

 

 

 

 

             

 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

 

 

 

 

 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

Salary Table  

Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 



 

manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 

  

The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 


