
Communications Specialist 
 

Liberty Common School in Fort Collins, Colorado—a Poudre School District 

charter school dedicated to Core Knowledge principles, college-preparatory 

instruction, and classically oriented education—seeks a Communications 

Specialist who desires to make a meaningful, positive impact by joining our team. 

Liberty Common School currently enrolls approximately 1,400 students in grades 

K-12 receiving instruction at three facilities. 

 

Description of Position: 

As part of a dynamic administrative team, the Communications Specialist will orchestrate all aspects of 

internal and external communications by developing and administering cohesive communications processes 

and curating content designed to support the mission of Liberty Common School. The successful candidate 

will be able to take direction from school administrators, function as a contributing team member, bring 

passion, creativity, resourcefulness, and energy to their work sufficient to establish consistent messaging and 

best-in-class content-management processes throughout the organization. This role reports to the school’s 

Director of Fundraising & Community Relations. 

 

Duties and Responsibilities: 

• Work with the Director of Fundraising & Community Relations, Headmaster, and administration to 

design, execute, and sustain an ongoing comprehensive communications program 

• Develop and oversee design and content creation for all internal and external school communications 

channels, including but not limited to: 

• Website 

• Email newsletters 

• Social media 

• External marketing 

• Press releases 

• Media relations 

• Emergency notifications 

• Informational brochures 

• Periodical publications 

• Alumni communications 

• Fundraising campaigns 

• Internal staff communications 

• Extraordinary school communications 

• Develop and ensure adherence to an organizational style guide that implicitly and explicitly 

communicates the values of Liberty Common School as expressed by the school’s Charter, Bylaws, 

policies, other institutional statements, and the school’s Board of Directors and Headmaster. 

• Develop and lead a content creation team to capture and curate stories, video, and photos at school 

events 

• Implement a Content Management System (CMS) for website coordination, scheduling, and 

publishing 

• Assist with media requests, site-visit coordination, and other inquiry details 

• Maintain an “ear-to-the-ground” by monitoring media impressions and community feedback from 

website, email, and social media and responding to inquiries and escalating high-priority messages to 

the proper department 



• Defend the school’s reputation when confronted by industry attacks, misrepresentations, 

mischaracterizations, and other hostile misinformation 

• Develop public relations strategies to support the school and promote its industry leadership role in 

charter-school advocacy 

• Attend any and all meetings as necessary for communications purposes, including but not limited to: 

monthly Board of Directors meeting, Administration meetings at each school campus, various 

committee meetings, etc. 

 

Desired Qualifications & Skills 

 

Minimum Requirements:  

• Bachelor’s degree (BS/BA in English, journalism, communications, public relations, business 

education, law, or marketing is a plus) and/or equivalent work experience 

• 3-5 years of experience in a related field 

• Demonstrate philosophical alignment, clear understanding, and dedication to the mission and 

philosophy of Liberty Common School as expressed in its Charter, Bylaws, policies, and by its 

Board of Directors, and Headmaster. 

 Communications: 

• Excellent interpersonal and written communication skills, along with the ability to effectively 

articulate information and issues. 

• Critical listening and analytical skills 

• Possess a keen understanding of the power of both message and medium along with the ability to 

know what to say and where/how/when to say it—the ability to translate big ideas into tactical 

plans and campaigns 

• Experience in effective copywriting and editing to favorably represent the school across all 

channels (print, email, social media, etc.) to a wide variety of constituencies and stakeholders 

• Exceptional organizational, analytical, and project management skills 

• Possess the ability to meet tight deadlines and adapt to last minute assignments while maintaining 

attention to detail and accuracy 

• Responsiveness, adaptability, flexibility, and drive are key traits desired in this role 

• The ability to collaborate with team members 

Marketing & Media: 

• Experience with social media strategies and tools (Facebook, Twitter, Instagram, LinkedIN, etc.) 

• Experience with earned media, press releases, etc. 

 Technology: 

• Experience with graphic design/layout (Photoshop and/or InDesign), website design, content 

management systems (CMS), MS Office, and Google apps 

• Ability to create and update web pages 

• Experience with social media content-management platforms (e.g. Hootsuite, Sprout, etc) 

• Experience with email-management systems or marketing-automation systems (Active 

Campaign, Constant Contact, etc) 

• Ability to analyze and optimize email campaigns (A/B testing & segmentation) 

• Experience with Google Analytics and/or Google Data Studio a plus 

• Ability to organize and communicate results in dashboards and other data visualizations 

• Ability to research, develop, and implement new technology and systems as needed 



The desired start date for is July 1st, 2022, although an earlier start date may be possible. 

 

Compensation:   

• Starting annual salary of $42,000-50,000 

• Enrollment in Colorado’s Public Employees Retirement Association (PERA) and employer 

contributions equivalent to 20.9% of salary (increasing to 21.4% in July 2022) to PERA on 

behalf of the employee 

• Priority of employees’ children in Liberty Common School’s enrollment placement 

availability system 

• Earned sick leave in accord with Colorado’s Healthy Families and Workplaces (HFWA) Act 

and other time-off in accord with the school’s policies 

• The ability to enroll in employer-sponsored health, dental, and vision insurance plans, in 

addition to other elements of a comprehensive benefits package 

• FLSA Classification: Hourly Non-Exempt 

• Employment Status: Regular, Fulltime 

• Work Hours: 40 hours/wk 

 

EEO STATEMENT  

Liberty Common School provides equal opportunities to all applicants for employment without regard 

to race, color, religion, creed, sex, national origin, ancestry, age, status as an officer or enlisted 

members of the military forces, veteran status, disability, genetic information, sexual orientation, 

transgender status, marriage to a coworker, or any other protected characteristic applicable under 

federal, state, and local laws. 

 

AT-WILL EMPLOYMENT  

All employment with Liberty Common School is voluntary and is subject to termination by you or 

Liberty Common School at-will, with or without cause, and with or without notice, at any time. There 

is no guarantee, in any manner, Liberty Common School will continue employment for any set period 

of time. This applies to all aspects of employment at Liberty Common School including but not limited 

to recruiting, hiring, promotion, placement, discipline, layoff, recall, transfer, leaves of absence, 

compensation, and access to benefits and training. 

 

ADDITIONAL DUTIES  

Please note that this job description is not a comprehensive list of activities, duties, and 

responsibilities that are required of this position. Duties, responsibilities, and activities may change at 

any time with or without notice with direction from Liberty Common School. 

 

How to Apply: 

Applications must include a letter of intent, resume, and three references with phone numbers. This job 

posting will remain open until the position is filled. 

 

Mail applications to Mr. Brett Harkey, Director of Fundraising & Community Relations; Liberty 

Common High School, 2745 Minnesota Dr., Fort Collins, CO 80525; or e-mail to 

bharkey@libertycommon.org 

 

For more information about Liberty Common School, see http://www.libertycommon.org.  

 

REVISION DATE: April 22, 2022 
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