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Reports to:  Director of Communications 
 
General Qualifications: 

1. Evidence a mature personal Christian faith consistent with the Charlotte Christian Statement of Faith. 
2. Evidence an understanding of and a commitment to the distinctive qualities of Christian education as well as the mission of 

Charlotte Christian School. 
3. Bachelor’s degree or higher required, preferably in journalism, communications, public relations, or a related field. 
4. Minimum of three years experience desired with communications and marketing skills. 
5. Advanced writing skills (including proofreading).  Must submit a writing sample. 
6. Experience with video editing software, including advanced video editing skills. 
7. Must have experience with photo editing programs (Adobe Photoshop and Adobe Illustrator experience preferred). 
8. Strong project management skills and ability to multi-task. 
9. Evidence strong organizational, communication, interpersonal and technological skills. 

 
Primary Responsibilities: 
Communications Office Support: 

1. Work with and support the director of communications to maintain timeliness of the school’s social media accounts and its 
content. 

2. Manage video projects from concept to delivery, including participation in creative development, collaboration with 
colleagues across departments, and management of deadlines and approval process.  Utilize videos to tell stories 
efficiently and powerfully and should demonstrate an interest in tone, brand style and institutional messaging and 
consistency in support of the mission. 

3. Write and edit a variety of materials and publications. 
4. Handle media relations by proactively sharing news stories about Charlotte Christian. 
5. Photograph school events for use on social media posts, website and publications. 

 
Creative Media Management: 

1. Ensure dynamic content is regularly updated on Charlotte Christian’s social media accounts (Facebook, Twitter, Instagram).  
This includes writing new content, taking photos and creating videos as well as monitoring new platforms to branch in to. 

2. Produce engaging short-form video content for marketing purposes on all social media platforms with both live and post-
produced videos.  Must have ability to come up with ideas, write scripts and interview subjects as needed.  

3. Produce unique and innovative content to attract prospective families and students and grow the Charlotte Christian School 
brand. 

4. Support advertising initiatives on social media accounts. 
 
Personal and Professional Profile:  
The ideal candidate will: 

1. Be a born again Christian exhibiting a close personal walk with Jesus Christ: modeling and exemplary Biblical lifestyle and 
evidencing maturity in the understanding and integration of sound Biblical principles in classroom instruction and personal 
counseling. 

2. Evidence a teachable spirit and general willingness to learn and grow. 
3. Evidence strong communication skills, both written and verbal. 
4. Demonstrate adeptness at problem solving and conflict resolution. 
5. Evidence strong organizational skills and ability to finish tasks in a timely manner. 
6. Demonstrate emotional maturity and stability in dealing with the challenges of life and school. 
7. Evidence the ability to maintain confidentiality pertaining to school matters. 
8. Evidence the ability to work collaboratively within a team. 
9. Possess strong computer skills and familiarity with appropriate learning technology. 
10. Have the ability to present a positive image of the school to others and to the community.   

 
Mission Statement:  Charlotte Christian School is a Christ-centered, college preparatory school, equipping and developing students 
to effectively integrate Biblical truth and learning into their daily lives and to impact the culture for Christ. 


