



NATIONAL ASSOCIATION OF REALTORS®
Job Description 
Job Title: Communications Director




Department:





Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:
The Communications Director is responsible for planning, organizing and directing the association’s communications strategies and public information activities.

The Communications Director is responsible for fostering and maintaining relationships with news media editors, reporters, other governmental elected officials and their staff, other communications directors, members, community leaders, donors and sponsors and partner organizations involved with the Association.

ESSENTIAL FUNCTIONS:
· Under the direction of the Chief Staff Executive (CSE), create and manage the development and implementation of an integrated marketing and communications strategy/plan, supporting the Association’s strategic plan.

· Develop and direct all media programs.

· Collect data from appropriate departments; measure and evaluate the association’s brand and media coverage in alignment with the overall marketing communications plan. 

· Develop and manage media relations and public relations including the maintenance of important relationships and development of key messages. Pro-actively place strategic news stories that communicate the association’s messages, in significant media outlets including social media.

· Research, write, edit and publish releases, alerts, statements, articles, and other materials in support of the Association’s brand/mission.  Manage the approval process for all.

· Develop a crisis communications plan for the organization and an implementation process in collaboration with other team members.
· Design and implement media, brand and crisis communications training for staff, field and key leadership, when appropriate.

· Direct and supervise, when appropriate, the media relations and public relations activities of staff and external consultants or agencies.

· Other duties as assigned.
QUALIFICATIONS:
· Bachelor's degree in related field preferred or equivalent combination of education and experience.

· Previous professional experience in membership, marketing and/or sales preferred.

· Excellent personal computer skills and experience with standard business software.
· Experience with Adobe Creative Suite software

· Must have good interpersonal, public relations and communications skills, including the ability to make presentations and handle media inquiries.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


