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COMMUNICATIONS COORDINATOR 
Job Overview 
The job of the Communications Coordinator was established for the purpose(s) of working with the Communications 
Director to meet the District’s need for increasing parental and community involvement by keeping stake holders informed 
and supporting the District’s community relations and community outreach program; tracking department funds; compiling 
reports; and maintaining positive interactions. 
 
This job reports to the Director of Transportation. 
 
Essential Functions 

• Coordinates and maintains the district’s phone notification system with 24-hour support for the purpose of 
ensuring accurate and timely notifications, as needed, and providing assistance. 

• Responsible for the training of principals, assistant principals, and attendance secretaries on the district’s phone  
• notification system for the purpose of ensuring proper and efficient use of the system 
• Assists with the coordination and facilitation of special events, meetings, and activities for the purpose of 

ensuring these activities are well planned and operate smoothly. 
• Maintains budget, expenditures, and inventory log information for the communications department and high 

school media production, and film classes to ensure accurate reporting of funds, budgets are maintained, and 
district objectives are followed. 

• Serves as liaison between school district and media for the purpose of ensuring accurate information is 
disseminated. 

• Responsible for the communication with school administration and/or staff to collect information (e.g. district 
achievements, outcomes, events, etc.) to be shared through various media outlets and/or be included in the 
monthly School Board meeting ensuring accurate and timely reporting of information. 

• Assists in media relations (media releases, press inquiries, arranging press events, monitoring media coverage, 
etc.) for the purpose of receiving and/or conveying information. 

• Notifies the Director of Schools and School Board members (e.g. meetings. emergency situations, potentially 
newsworthy stories, etc.) for the purpose of providing updated information and updates. 

• Compiles data (e.g. student and staff incidents, purchase orders, bid information, budget expenditures, 
inventory, equipment repairs, scheduling, etc.) for the purpose of ensuring updated information is available, 
accurate tracking of records, and budgets are maintained. 

• Assists District staff (special projects, copyright contracts, etc.) for the purpose of ensuring proper procedures 
are followed at the district, state, and federal level. 

• Assists with the coordination with outside vendors for various projects (bids for printing and productions, 
equipment purchases, production and film classes, etc.) for the purpose of receiving and/or conveying accurate 
information. 

• Serves as the point of contact for the communications department (troubleshooting errors, providing general 
information, etc.) for the purpose of providing assistance with administrative functions. 
 

Other Functions 
Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work 
unit. 
Working Environment 
 
The usual and customary methods of performing the job's functions require the following physical demands: occasional 
lifting, carrying, pushing, and/or pulling; some climbing and balancing; frequent stooping, kneeling, crouching, and/or 
crawling; and significant fine finger dexterity. 
 
Generally, the job requires 60% sitting, 20% walking, and 20% standing. 
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Qualifications 
Minimum experience: Experience in a related field is preferred 
Minimum education: Minimum of a bachelor’s degree preferred. 
 
 

Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 
None Specified 

 
 Valid TN driver’s license  

Evidence of Insurability 
 Exempt 

Continuing Education/Training:  Clearances:  Employee Type: 
None Specified  Criminal Justice Fingerprint/Background 

Clearance 
 Classified 

 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate 
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other 

characteristic protected by federal, state or local laws in its policies, or in the admission of, access to, treatment, or employment in its 
programs, services, or activities. 


