
  

 
 
 

Assistant Director of Communications 
  
Urban School of San Francisco seeks a full-time (12-month role), resourceful, self-motivated and hands-
on professional to serve as Assistant Director of Communications. Urban is a leading independent high 
school in the Bay Area with a national reputation for its innovative approach to education. The Assistant 
Director of Communications is an integral part of the school’s communications team, responsible for 
collaborating with and supporting the Director of Marketing & Communications to articulate Urban’s brand 
to a broad range of school community constituents. 
  
Proven project management skills and advanced writing/editing/ creative expertise across multiple 
mediums, including digital, social media and traditional print, as well as visual storytelling photography/ 
video are required to succeed in this role. The ideal candidate is a highly organized person with strong 
interpersonal, time management and decision-making skills, but willing to listen and learn in order to thrive 
in a dynamic environment full of bright high school kids, extraordinary teachers and talented staff 
members. Urban seeks equity-minded applicants who represent and/or understand the full diversity of our 
Bay Area region and the diverse backgrounds present in our school community.  
   
Website Management 
· Update portions of the website on an ongoing basis and prior to each academic year. Proactively 

develop and publish content throughout the year, such as news stories, microsites, content updates, 
forms and other web-based elements. 

· Work with the Director of Marketing & Communications to track and analyze data performance in order 
to optimize user engagement and help drive future marketing decisions. 
 

Social Media 
· Manage Urban’s social media presence, including content development. Develop an annual social 

media plan and ensure the department is coordinating activities in accordance with the plan’s goals. 
· Manage Urban’s social media leadership students (example, Captains of Instagram program) in 

ensuring appropriate, authentic and wide-ranging content, and adherence to school media 
guidelines.   

 
Constituent Relations 
· Participate in planning and implementation of vertical communications to Urban’s various constituents, 

including parents/guardians, alumni, Board of Trustees, students, faculty/staff and prospective 
families.  

· Help create web-based emails for various constituents, including parents/guardians, alumni, 
and Board of Trustees. 

· Responsible for drafting and designing the weekly parent/guardian/community e-newsletter. 
 
Marketing Materials/Print Collateral/Digital Newsletters 
· Work with various departments to develop and/or edit content for print and digital publications, such as 

Admissions, Development, Athletics, etc.  
  

Video/Photography 
· Document school events, athletics and school life via photography and video to convey effective 

stories and capture key campus events. Support all departments within the school around events and 
initiatives. Events may occasionally fall on evenings and weekends. 



· Work with freelance video producers and photographers on development of our higher visibility 
requirements. 

· Contribute to, organize and maintain the online photo and video archives. 
 
Media Relations/PR 
· Provide advice, research and hands-on assistance in media relations efforts, and in developing 

effective communications strategies and messaging in collaboration with the Director of Marketing & 
Communications and Head of School. 

 
What’s Necessary to Thrive in This Role 
· Advanced proficiency and a creative approach in all aspects of communications. Support of Urban’s 

brand with a desire to learn about the school, its culture and history, our 55+ year commitment to 
diversity and inclusion, and the school’s core values. Curiosity and creativity combined with actual 
“doing” is highly valued at Urban. 
 

· Maintain the highest level of quality and accuracy in all content execution, using journalistic processes, 
excellent grammar, AP style and good judgment/critical thinking. Ensure accuracy, brand alignment, 
and inclusive language and imagery in all work. 
 

· Demonstrate competence on a wide range of basic office software. Understand key social media 
platforms and how they work, including Instagram, YouTube, Vimeo, Flickr, Facebook and similar 
platforms, and the nuances of each platform’s audience needs and requirements. Become a pro user 
of Urban’s web CMS (Finalsite) in order to post content, provide solutions, and be a supportive partner 
to our internal “customers.” 
 

· Must be comfortable and proficient using cameras, video equipment, smartphones, audio equipment 
and the like to support digital content production. 
 

· Work well under pressure in a deadline-sensitive, multi-tasking environment. Be an active collaborator 
and contributor to a team, but have the confidence to work independently, efficiently and proactively. 
 

· 5-7 years of demonstrated experience in an independent school or non-profit organization desirable. 
Applicants from agency or corporate backgrounds wanting to move into a non-profit are welcome to 
apply. BA degree in English, Communications, Marketing, Journalism or other relevant discipline. 
 

Physical Requirements While Performing Essential Job Functions 
Typical Working Conditions: Climate controlled office environment. Ability to concentrate for sustained 
periods. Periodic moments of noise typical of school environment. In-person attendance required for 
majority of time in order to accomplish necessary tasks. 
Equipment Used: Computer, phone, camera 
Essential Physical Tasks: Sitting over five hours per day, occasional lifting, moving between campus 
buildings. Ability to move items weighing up to 10 pounds. 
  
 
Competitive salary commensurate with experience. Urban provides a comprehensive benefits package, 
which includes medical, dental, life and long-term disability insurance, the TIAA retirement plan, vacation 
and holidays.  
  
Interested candidates should provide a digital cover letter, resume and relevant writing and social 
media/photography/video samples to Director of Marketing & Communications Kristen Bailey at 
jobs@urbanschool.org. Please note the job title in your email. 
 


