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Job Title: Marketing and Public Relations Coordinator, University 

Job Description: The Marketing and Public Relations Coordinator is responsible for coordinating and assisting 

with all CHSU marketing strategies and campaigns within CHSU to advance our mission. 

Proficiency in marketing, public relations, online platforms, and social media is a must. 

Reports to: VP, Marketing and Communications 

Classification: Staff, Full Time, Non-Exempt 

Essential Duties: The essential functions (i.e., the fundamental job duties of the position) are as follows: 

 

• Write copy and create content to support marketing campaigns and public relations 

strategies. 

• Create and coordinate content for newsletters, press releases, email blasts, brochures, 

presentations, reports, multi-media packages, and other University communications. 

• Coordinate with news media and reporters to support CHSU public relations goals 

under the supervision of the VP of Marketing and Communications. 

• Responsible for internal communications through the CHSU Insider. 

• Assist with media coverage monitoring and brand reputation monitoring. 

• Identify and propose stories to help promote general awareness of CHSU to the media 

and public. 

• Research and conduct interviews to write news stories, website blogs, internal 

communications, etc. 

• Assist in creating and measuring marketing, communications, and public relations 

campaigns. 

• Assist in developing and managing visual assets for campaigns. 

• Assist with creating and maintaining accurate and impactful CHSU website content 

that is ADA compliant.  

• Assist with digital marketing and public relations, increase online presence via high-

quality backlink generation, press releases, guest posting, and other initiatives that 

elevate brand exposure online. 

• Assist with monitoring and optimizing Public Relations, Communications, and 

Marketing Campaigns using data analytics and other tools. 

• Create reports to communicate marketing and public relations results to department 

leadership. 

• Assist with CHSU’s social media accounts by curating content, writing posts, helping 

respond to messages and comments, reviewing analytics, and staying current on social 

media trends. 

• Assist with providing photography and videography services for marketing and public 

relations campaigns, and social media. 

• Assist in special events and logistics, as needed, including Valentine’s Tea, graduation, 

white coat ceremony, etc. 
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• Clerical duties, including creating surveys and forms, as needed. 

• Other projects as assigned. 

 

In the execution of job duties, employee must abide by all CHSU policies, procedures, 

and requirements. This job description is not intended to be all inclusive and the 

employee will also perform other reasonably related duties as assigned. 

Qualifications/ 
Education: 

Education: 

• Bachelor’s degree in Business Marketing, Communications, Public Relations, or related 

field 

 

Skills & Experience: 

• Two to four years of marketing, communications, public relations, and/or social media 

experience. 

• Understanding of marketing, public relations, and communications in educational or 

corporate environment. 

• Proven experience in copywriting, public relations, media engagement, and 

communications. 

• Proven experience in delivering effective and innovative digital campaigns. 

• Experience managing successful social media campaigns, and a solid understanding of 

social marketing. 

• Understanding of web metrics, digital analytics, with the ability to generate, analyze and 

interpret data. 

• Ability to work under constant deadline pressure and assist with multiple projects across 

multiple lines of business. 

• Excellent oral and written communication skills. 

• Superior organizational skills and detail orientation 

• Proficiency in Microsoft Office 

• Outgoing, customer-friendly, confident, self-starter 

• Proficiency with Adobe Photoshop, Illustrator, InDesign, WordPress, HTML, HTML 5, CSS 

is preferred. 

Compensation: CHSU offers a competitive benefits and compensation package. Hourly range for this position 

is $23.00- $32.00. Pay is commensurate with experience. 

 

 

Application Instructions 

Interested candidates are to electronically submit a letter of interest, a detailed resume and the names, titles, and contact 

information of at least (3) professional references. Please send a completed package electronically to careers@chsu.edu 

and type  Marketing and Public Relations Coordinator in the subject field of the email. 

__________________________________________________________________________________________________________________ 

 

CHSU is an Equal Employment Opportunity (EEO) employer. CHSU complies with the Employment Eligibility Form (i-9) 

requirements. 

 


