
 
 

 

Communications Associate 

Job Description for part-time position 

 

This is a part-time position (20 hours per week). The position reports directly to the Managing Director and supports the 

Managing Director in advancing development goals and strategies through communications and public relations.  

 

The Communications Associate will:  

a) Develop and manage a calendar of marketing activities;  

b) Prepare and implement marketing campaigns that integrate digital and print media;  

c) Promote Washington Studio School’s artistic, educational and fundraising programs; and  

d) Identify opportunities for WSS to advance its vision and mission through communications and public relations 

strategies.  

 

Responsibilities  

 Expand and enhance WSS’s local and national reputation through the promotion of WSS’s brand   

 Manage all schedules and deadlines for marketing campaigns   

 Develop content, manage and maintain WSS’s online presence, email marketing system and website  

 Draft and disseminate publicity text 

 Prepare print marketing materials from a provided template; liaise with design consultants and advertising outlets 

as necessary 

 Identify newsworthy content; cultivate and build strong relationships with new and existing media contacts 

 Organize and maintain all digital assets  

 Archive, analyze data and report on all marketing and public relations initiatives  

 Attend and promote WSS programs and events (some on evenings and weekends) 

 

Qualifications 

 BA; training or coursework in communications, public relations, marketing or art history desired 

 Three to five years professional communications or public relations experience in art or related field desired 

 Excellent writing and editing skills; excellent organizational skills with attention to detail 

 Familiarity with digital technology and experience with social media and emerging media 

 Ability to create workflows and manage calendars of events to establish and meet marketing deadlines  

 Ability to work on multiple concurrent deadlines and projects;  and to think strategically and creatively in a 

deadline-oriented environment 

 Ability to work independently and collaboratively 

 Self-motivated, flexible and dedicated  

 Basic knowledge of Adobe Design Suite desired  

 Knowledge of DC-area arts and cultural landscape desired 

 
 


