
 
Communications and Marketing Specialist 
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POSITION SUMMARY 

Works with the directors of the Seminary’s special programs—including but not limited to 

Church Planting Initiative, Continuing Education, Kelso Museum, Metro-Urban Institute, and 

World Mission Initiative—to market events and programs. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

 

1. Marketing 

Utilizes market research and audience data to advise special programs about possible event 

themes and academic offerings.  

 

2. Event and Program Promotion 

Promotes the Seminary’s special events and programs using free and paid outlets in addition to 

identifying target audiences and influencers. 

 

Works with the Director of Communications to create collateral materials for events and 

programs.  

 

Coordinates the Seminary’s presence at on-campus events (hosted by internal and external 

groups) to maximize exposure and information gathering. 

  

3. Advertising 

Oversees the special programs’ advertising budgets including placement and messaging in 

addition to art direction in various mediums including but not limited to print, web, radio, and 

specialty items. 

 

Works with the Director of Communications and department directors in developing advertising 

plans for Admissions and Advancement (including resources). 

 

4.  Video Production 

Manages production of videos relating to special programs, degree and certificate programs, as 

well as faculty and general Seminary messaging.  

 

5. Social Media 

Directs the social media sites of the Seminary and policies related thereto. 

 

6. Photography 

Serves as the Seminary’s primary photographer for ongoing events. Works with a contracted 

outside photographer to direct twice-yearly photo shoots for stock photography and additional 
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images as needed. 

 

 

QUALIFICATION/REQUIREMENTS  

Effective communication skills, including writing, proofreading.  An eye for design and desktop 

publishing skills are preferred. 

 

Proficient interpersonal skills in order to work effectively with a wide range of constituencies in 

a diverse community.  Sufficient knowledge of Microsoft Outlook, Microsoft Word, and various 

office machines a must. Experience with Adobe Photoshop, Adobe InDesign, and website 

content management systems a plus.  

 

Ability to learn general knowledge of each department’s operations; ability to gather data and 

compile information; ability to write and coordinate promotional material; and ability to work 

independently.  

 

EDUCATION/TRAINING/EXPERIENCE   

Bachelor’s degree in Communication, Marketing/Public Relations with a minimum of 3 years 

related comparable experience.  Experience working in a related field in higher education is a 

plus. 

 

 

WORK ENVIRONMENT 

Typical office environment; some travel for professional development meetings 

 

 

This job description is intended as a summary of the primary responsibilities of and 

qualifications for this position. The job description is not intended as inclusive of all duties an 

individual in this position might be asked to perform or of all qualifications that may be required 

either now or in the future 

 

 

WORK LOCATION 

 

616 N. Highland Avenue, Pittsburgh, PA 15206 

 

 

TO APPLY 

 

Please send resume, letter of interest, and salary history to careers@pts.edu. Applications will be 

accepted until January 13, 2017 or until the position is filled. 

mailto:careers@pts.edu

