
 
 

 

Rochester Museum & Science Center JOB DESCRIPTION 
  

Job Title:       Communications Coordinator 
Department:      Marketing & Communications 
Direct Supervisor/Manager’s Title:  Marketing Manager 
FLSA Status:      Non-exempt 
Full-time/Part-time:     Full-time 
Date Prepared:      9.25.19 

JOB SUMMARY 

 
 

 
 
 
 

 
DUTIES (and estimated percentage of time spent) 
 

Describe duties, responsibilities, essential functions:  

Under the direction of the Marketing Manager, the Communications Coordinator is key to the Museum's efforts to 
promote RMSC. This role is instrumental in implementing public relations and social media marketing as well as 
maintaining its website presence in order to support the growth and expansion of the Rochester Museum & Science 
Center’s (RMSC) STEM brand and to promote its exhibitions and programs. This person works collaboratively with 
the Marketing Manager to implement the department’s annual strategic communications and marketing plan to 
enhance the RMSC's brand and image; to ensure ongoing public interest and support for RMSC programming; to 
maximize revenues through paid admissions, ticket sales, media sponsorships, and other sources; and to sustain and 
expand the Museum's diverse audiences. 
  
This person acts as the main RMSC contact for the media and, as the main writer and editor for much of the 
marketing content, serves as the "voice" of the RMSC to the Museum’s many diverse audiences. This person works 
closely with team members throughout the entire organization to understand all of the many happenings at RMSC, 
to keep the website and social media updated, and to ensure accuracy in all communications. 

 
Work schedule may include flexible hours, weekends, weekdays, evenings, holidays and extended hours in order to 
meet the needs of the organization. Management retains the right to alter work schedules accordingly. Work 
schedule is typically weekdays. 
 



 
 

 

Develop, manage and maintain social media presence on Twitter, Facebook, LinkedIn, 
Instagram and YouTube. Identify new social media platforms for inclusion in the RMSC 
social media repertoire as needed. Send quality messages on these channels and monitor 
discussion and direct customer interaction on all social media sites. Works across the 
museum to gather and prioritize content 

20% 

Develop and implement public relations and media relations strategies that generate 
measurable coverage and enhanced reputation for the Museum and its programs in 
broadcast, print and digital outlets.  

 
Manages public relations opportunities by creating press kits, writing and distributing 
press releases, pitching stories, coordinating interviews, and creating press briefings. 
Serves as key point person for media and public inquiries and concerns. 

20% 

Day-to-day responsibility for the RMSC website including writing or editing clear, 
concise, and comprehensible content. Make timely updates and edits to the website 
including copy, photography, and multimedia and ensure consistency, accuracy, 
readability and appropriateness of style. Produce web pages that are aesthetically 
pleasing, highly usable, and consistent with the overall website and RMSC brand. 
(Previous experience with content management systems a plus but not necessary as on 
the job training will be provided.)  

20% 

 
Create strategic email campaigns with appealing content and designs to communicate 
Museum brand, exhibitions, and programs.  

10% 

Work with RMSC advertising agency to guide creation of digital and print advertising 
materials. Collaborate with Marketing Manager to execute larger campaigns for 
featured exhibits and fundraising campaigns.  

10% 

Constantly explores, recommends, uses, and optimizes communication methods, 
vehicles and technologies to engage with various audiences, particularly as part of 
fully integrated campaigns.  

5% 

Other Duties as assigned 5% 



 
 

 

 

I. JOB DIMENSIONS 
 

Responsible/accountable for supporting and promoting Rochester Museum & Science Center 
programs, exhibitions, and other offerings through excellent communications. 

 
 
 

II. SUPERVISORY RESPONSIBILITIES 
 

None 

III. REQUIREMENTS 
 

Technology, Equipment, Tools: 
  
Experience with G-Suite, Microsoft Word, Excel, PowerPoint and website tools. Knowledge of 
content management systems, graphic arts, file formats, photo manipulations, resolutions, web, 
television and radio formats is a plus. 

 
Mental Activity: 
  
Language skills – Exceptionally strong language, writing and grammar skills necessary. Excellent 
proofreading skills a must. Ability to write and edit speeches, letters, ad copy, press releases, and 
articles for publication. Ability to read and comprehend instructions, short correspondence and memos. 
Ability to write simple and complex correspondences. Ability to effectively present information in one-
on-one and small group situations. Ability to correspond and communicate with the public a must. Able 
to plan and manage short and long-term projects. 
 
Mathematical skills - Ability to count, 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 proportions, percentages and ratios. 
  
Reasoning ability- Ability to solve practical problems/troubleshoot and deal with a variety of 
concrete variables in situations where only limited standardization exists. Ability to interpret a 
variety of instructions furnished in written, oral, diagram or schedule form. 
Ability to exercise judgment and make decisions within standard practice. (Cannot change 
practices or policies. Can make decisions within those practices and policies.) 

 
Physical Activity: 
While performing the duties of this job, the employee is regularly required to sit; use hands to 
handle controls; reach with hands and arms. Specific vision abilities include close vision and 
ability to adjust focus. 

 
 

Work Environment: 
While performing the duties of this job, the noise level in the work environment is usually quiet. 

 



 
 

 

 
IV. QUALIFICATIONS 
 

Education/Experience Requirements: 
  
Four-year Bachelor’s degree in communications, PR, marketing, online marketing, business, 
comparable experience in the field, plus 3-5 years of experience working in PR or marketing. 
  
Expert writer with experience writing press releases and online marketing copy that engages in 
audience. Strong ability to copy edit and proof. 
  
Deep social media expertise with Facebook, Instagram, Twitter, and YouTube. 
 
Experience with web content management skills a plus. 

 
Familiarity with SEO writing practices a plus 
  
Experience with Mailchimp and other online communication tools. 
  
Strong organizational and project management skills. 
  
Ability to manage multiple projects simultaneously and prioritize workload within a fast paced 
environment while meeting assigned deadlines. 
  
Professional motivation with initiative to source the appropriate resources and tools with limited 
direction. 
 

 

IV. APPROVALS 
 

Department Manager/Director ________________________  Date: _________ 
 
Department Vice President   ________________________  Date: _________ 

 

Human Resources   _________________________  Date: _________ 
 
 

This job description reflects management's assignment of essential functions and does not restrict 
management's right to assign or reassign duties and responsibilities to this job at any time. 


