
 

 

Woodland Presbyterian School 

Memphis, TN  

Director of Communications  

Woodland Presbyterian School, a co-ed, 2K-8, independent school, seeks a full-time (12 
month) Communications Director to work as a member of the Administrative Team. This 
position begins July 1, 2021. The Director of Communications reports directly to the Head 
of School and is a member of the administrative team and works as part of the 
Advancement Team. The Director of Communications is responsible for the management, 
upkeep, and dissemination of the school’s student information system (Filemaker Pro) 
information, internal and external digital marketing efforts, including social media accounts, 
website management, school wide email communications, and publishing of numerous 
handbooks and directories. 

Qualifications: 

The successful candidate must demonstrate a high level of integrity and creativity and be 
organizationally minded with an eye for detailed work. They should be able to work in a 
collaborative style with parents, faculty, and staff. The ideal candidate would have a 
minimum of five years of experience in a communication’s related field with a minimum of 
a Bachelor’s Degree, Master’s Degree preferred. Proficiency in multiple software programs, 
computer and technology skills necessary (Microsoft Office, Adobe, Canva, data entry, data 
export). He/she must also be a visionary and strategic thinker who is able to prioritize and 
handle multiple tasks in a fast-paced independent school environment.  

Job Description: 

The Director of Communications oversees Woodland’s student information systems, social 
media accounts, website, school wide calendars, and often creates internal and external 
marketing displays and flyers.  

The Director of Communications works closely with the Head of School and Advancement 
Team (Admissions Director, Development Director, & Head of School) to ensure all school 
communications, admissions, marketing, and development efforts are Woodland branded 
and mission centered.  

Qualified applicants should submit a cover letter, employment application, personal 
resume, and philosophy of independent middle schools to Adam Moore, Head of School, via 
email at amoore@woodlandschool.org and/or by mail to 5217 Park Avenue, Memphis, TN 
38119.   

 


