
Southern California Golf Association

Job Description

Job Title: 

Assistant Director of Communications

Organizational Unit:
Communications & Marketing Department
Reports To: 

Director of Communications & Marketing

FLSA Status: 

Exempt

JOB SUMMARY: 


Develops and implements a broad-based communications plan to support the SCGA’s business goals and objectives.  Manages the editorial direction and develops supporting content for various SCGA communications vehicles.  Serves as a brand ambassador, ensuring proper messaging and adherence to AP style, as well as the SCGA’s branding standards. 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

· Manages broadband communications activities:

· Develops and manages external communications, including media relations, issues management, and supports the Association’s governmental affairs efforts 

· Creates and executes internal communications program for board, staff and volunteers.

· Serves as media relations contact for SCGA Championships and other initiatives
· Develops and manages SCGA photos and editorial archives.
· Provides strategic communications oversight to other SCGA departments.

· Manages the SCGA’s two primary print publications, FORE Magazine, a bi-monthly membership magazine and the SCGA’s Annual Directory of Golf.  Responsibilities include:  

· Manages all editorial content, design and layout of all articles, advertisements, photography and graphics.

· Plans editorial agendas and manages freelance writers.

· Creates supporting sales collateral and media kit.

· Monitors and manages financial data, including revenue forecasting, and identifying opportunities to streamline processes and reduce costs.

· Manages all associated vendor relationships (e.g., designer, printer, digital company, etc.).

· Contributes to the editorial agenda for scga.org, including:

· Coordinates with SCGA web content manager to create captions, identify photography and associated links.

· Manages freelance writers for blogs, features, profiles and other stories.

· Maintains story assignment matrix.

· Handles and performs special projects and other duties as may be assigned by the Director of Communications and Marketing.

PERSONAL COMPETENCIES:

To perform the job successfully, the Assistant Director of Communications must demonstrate the following competencies:  performs multi-tasks under pressure; adheres to time deadlines; analyzes and processes complex and diverse information; identifies and resolves problems in a timely manner; listens to others and solves conflicts; develops and maintains strong professional relationships with others; integrates diverse viewpoints and opinions working with staff, volunteers and industry stakeholders; speaks clearly and persuasively and demonstrates group presentation skills; conveys a demeanor that is professional yet approachable; builds morale and teamwork; adapts well to changes in the work environment and implements effective changes to improve results; looks for ways to improve and promote quality and increase productivity; manages and develops employees’ skills and work habits; works within approved budget; develops strategies to help achieve SCGA’s communication and marketing objectives; prioritizes and plans work activities; demonstrates accuracy and thoroughness; and meets productivity and quality standards of the Communications & Marketing Department. 

QUALIFICATIONS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience:
Bachelor’s degree (B.A.) in Journalism, Communications, Public Relations or English from a four-year college or university, and 4-6 years of relevant experience in managing editorial; or an equivalent combination of education and significant experience with editorial are required.  Must have experience with cameras and photography.  Must have a demonstrated ability to interact well with employees, volunteers and others.  Must possess strong work ethic as well as analytical and problem solving skills, have outstanding oral and written communication skills, possess strong interpersonal skills, and be detailed oriented and well-organized.
Communication Skills: 

Ability to read and comprehend written or oral instructions, correspondence, and memos.  Ability to read, analyze, and interpret general business or trade periodicals, professional journals, technical procedures, and governmental regulations.  Ability to write memos, reports, correspondence, procedure manuals, and other documents.  Ability to effectively present information and respond to questions from Board members, managers, employees, members, donors, and the general public.  

Mathematical Skills:

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to calculate figures and amounts such as discounts, proportions, percentages, etc.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

Reasoning Ability: 

Ability to apply common sense understanding and carry out oral or written instructions.  Ability to define problems, collect information and other data, establish facts, and draw valid conclusions.  Ability to solve practical problems and deal with a variety of concrete as well as abstract variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
Computer Skills:
To perform this job successfully, an individual must have experience in using computers and be proficient in using word processing, spreadsheet, and database or contact management software, including Microsoft applications, e.g., Excel, Word, PowerPoint, Outlook, and other Windows software.  Must also be proficient in using design and publishing software programs, e.g., Adobe Photoshop, InDesign or Quark, Adobe Illustrator, and Dreamweaver (web design).            

Other Qualifications:

Requires ability to operate a car safely, and must have a valid driver’s license and provide proof of insurability.  The job requires some travel as necessary (both by car and airplane) with overnight stays.
PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee must be able to see, talk, hear, and use hands and fingers in performing majority of work.  The employee is frequently required to reach with hands and arms.   The job requires employee to have dexterity in using telephone, computer keyboard, mouse and calculator while seated at a desk.  The employee is occasionally required to stand, walk, climb or balance.  The employee must regularly lift and/or move up to 15 pounds, and occasionally lift and/or move up to 30 pounds.  The employee frequently moves within the building to interact with fellow employees.  Specific vision abilities required by this job include close and distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.   Must be able to operate standard office equipment, such as computer, calculator, fax machine, photocopier, etc.  

WORK ENVIRONMENT:


The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


While performing the duties of this job, the employee is required to work in an office environment or outside for certain events, and the noise level is usually quiet to moderate.   
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