
  
St. Paul’s Schools is pleased to announce the opening for a Communications Specialist.   
 
School Overview 
 
The St. Paul’s Schools is a family of independent schools located in Brooklandville, Maryland. With more 
than 1,400 students from ages 6 months to grade 12, St. Paul’s Pre and Lower School (coed), St. Paul’s 
School for Girls, and St. Paul’s School for Boys share a 120-acre campus, an Episcopal affiliation, and a 
focus on developing confident, well balanced students who will use their education and ethics to 
improve the world. In July 2018, the schools unified under the umbrella of The St. Paul's Schools, with a 
single board of trustees and one president, but each school retains its individual traditions and its 
gender-specific programs. A coordinated structure allows The St. Paul’s Schools to preserve the small-
school feel within each school while sharing resources and certain programs to maximize opportunities 
for students. With St. Paul’s unique model, boys and girls are taught together and separately at just the 
right times in their development.  
  
Job Summary  
 
The Department of Strategic Communications at The St. Paul’s Schools currently seeks a full-time 
Communications Specialist to work closely with the Executive Director and Directors of Communications 
on strategy and content development focused on community building and outreach to internal and 
external audiences of all three schools. The position requires strong writing and editing skills, 
outstanding creative ability, and meticulous attention to detail. This is an exciting opportunity to help 
shape the schools’ communication channels and deliver compelling and informative content that 
enhances the schools’ visibility and relationships with all constituents.  
 
Essential Duties and Responsibilities  

 
Writing and Editing 

• Write for social media, website, emails, etc. as needed and edit content submitted by faculty 
and staff. 

 
Social Media 

• Regularly update all social media channels, curating content to tell engaging stories that match 
the schools’ brand voice and messaging strategy. 

• Maintain a network of social champions/contributors to boost social media reach for the school. 
Engage faculty and student content creators as well as online parent ambassadors. 

 
Videography/Photography 

• Be present at classroom activities and events on campus to capture high-quality video and 
photographs. 

• Produce videos for the website, social media, and other needs that will help us tell our story and 
articulate what makes our family of schools so special. 

 
Website and Emails 

• Oversee website content, news, and calendar. Ensure that site content is up-to-date and 
accurate. 

• Act as liaison with the schools’ web vendor regarding customer service/site issues and updates. 
• Design, build, and implement electronic newsletters and bulk emails. 

 
Graphic Design 

• Ability to assist with print and digital design (including flyers, mailers, banners, signage, social 
media and email graphics) is a bonus, although not required. 

• Coordinate print jobs with print vendors and manage editorial production calendars. 



 

 

 

 
Qualifications  
 

• Excellent written and verbal communications skills and the ability to work collaboratively within 
the team and with other departments 

• Proven track record as a resourceful self-starter with exceptional organizational skills and the 
ability to multitask and meet deadlines  

• Demonstrable creative instincts and storytelling ability 

• Attention to detail and ability to manage a budget 

• Availability outside normal working hours when necessary to staff evening and weekend events 

• Knowledge of social media management tools and analytics is a plus 
 
Education and Experience  

 

• Minimum of 3-5 years of experience in marketing and communications or other related fields 

• Bachelor’s degree in media, communications, graphic design, film/video, marketing or related 
field required 

• Proficiency in Adobe Creative Suite, video editing, and website content management software 
preferred 

 
St. Paul’s is committed to creating a supportive learning environment where all individuals are valued 
for their unique contributions and are able to achieve their highest potential. We strongly believe that a 
diverse and inclusive environment is the best learning environment for our students and prepares them 
to live, work, and thrive in an increasingly global and multicultural community. We reject all prejudice, 
particularly those based on race, national and ethnic origin, religion, socioeconomic status, gender 
identity, sexual orientation, and physical characteristics.  
 
Full-time employees are eligible to participate in our comprehensive benefits program which includes, 
but is not limited to, medical, dental, vision, disability and 403(b).  Other supplemental benefits include 
free lunch, fitness center and tuition remission.  Salary is commensurate with experience.  

Interested candidates can send their cover letter, resume and list of references to Shannon Duckett, 
Director of Employee Recruitment and Retention, at sduckett@stpaulsmd.org. The St. Paul’s Schools is 
an equal opportunity employer.  
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