
COMMUNICATION SPECIALIST 

Ohio Association of Elementary School Administrators 

JOB DESCRIPTION 

The position of communication specialist for the Ohio Association of Elementary School 
Administrators shall be a full-time staff position. The communication specialist of OAESA shall 
serve at the discretion of and be directly responsible to the OAESA Executive Director. The 
communication specialist shall have responsibilities in public relations, marketing, promotional 
event planning, journalism, and technology. 
 

A.  Communication 
 
1. Assist the editor of the professional magazine. 

 
2. Produce and disseminate the monthly e-newsletter. 

 
3. Lead OAESA staff and members with writing and placement of articles. 

 
4. Write and produce professional development flyers, conference materials and 

other support ads as needed. 
 

5. Ensure all materials are developed and distributed according to an 
appropriate timeline. 
 

6. Assist OAESA staff and committee chairs with OAESA editorial and 
communications committees. 
 

7. Post all committee meeting minutes to the website. 
 

8. Develop annual marketing timeline for staff. 
 

9. Work directly with contracted printer on print materials and mailings. 
 

10. Collect and distribute zone director newsletters to zones. 
 

B.  Technology 
 
1. Develop, manage, and maintain all online communication vehicles, including 

but not limited to: 
 

a. OAESA website 
 

b. E-Newsletter, eBlasts, Advocacy Alerts, and regular interval emails 
(Tuesday Talks, Legislative Reviews, etc.) 
 

c. Online social media (including but not exclusively Facebook, Twitter, Link-
In, blogs, etc.) 
 

2. Facilitate webinars and Twitter chats. 



 
3. Assist with technology plan as needed. 

 
C.    Professional Conference 
 

1. Compile evaluation results and send to presenters along with thank you 
letter/email. 
 

2. Work cooperatively with OAESA staff in coordinating conference program, 
speakers, trade show, and other tasks as they relate to the professional 
conference. 
 

3. Work cooperatively with OAESA staff in securing audiovisual equipment, 
writing scripts, developing conference audiovisual effects, including 
slideshows, videos, and music. 

 
D. Other Responsibilities 

 
1. When necessary, serve as the receptionist by answering telephones, 

distributing mail, and welcoming visitors. 
 

2. Complete all other duties as assigned by the Executive Director. 


