
CLOVIS UNIFIED SCHOOL DISTRICT 

Position: Chief Communications Officer 
Salary Grade: 62 
Salary Schedule: Classified Management 
Department/Site: Communications 
Reports to/Evaluated by: Superintendent 
FLSA: Exempt 
 
SUMMARY 
Provides leadership in the marketing, community relations, and communications arenas of the Clovis 
Unified School District. This position markets the District and implements effective internal and external 
communications. Oversees all District communication functions. Supervises all personnel associated 
with the Communications Department. Works collaboratively with the Superintendent on 
school/community relations and communication issues. Demonstrates effective oral and written 
communication skills as the District spokesperson for local, state, and national print and broadcast 
media. Works with the administrative team to update Board policies. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Represent the District as the spokesperson to the media. 

• Serve as liaison between the media and the school system, arrange press coverage for district 
functions, and assist schools and departments in coordinating media coverage for events. 

• Prepare and distribute news releases on school and district events. 

• Attend Board meetings as the media resource person. 

• Assist media representatives in obtaining background information on Board agenda items and 
interpreting Board actions. 

• Keep the Superintendent informed on potential public relations issues and consequences related 
to shifts in existing programs and policies. 

• Serve on the Superintendent’s Executive Cabinet and Cabinet to provide guidance on the internal 
and external community relations impact of District and Board actions. 

• Develop and direct the District’s communication master plan on local, state, and national levels, 
with a major emphasis on local communications. 

• Supervise and coordinate the preparation of the District’s internal and external publications, such 
as the community/employee newspaper CUSD Today, brochures, publications, documents, and 
videos. 

• Oversee the Foundation for Clovis Schools and the staff members associated with the work of the 
Foundation and its volunteer Board. 

• Maintain working relationships with community leadership and organizations. 



• Respond to general inquiries about the District and serve as the contact person in other phases of 
community relations. 

• Supervise all personnel associated with Communications Department functions. 

• Oversee the preparation and distribution of Governing Board Policies and Administrative 
Regulations to appropriate administrators for periodic review. 

• Organize district-related events, including but not limited to employee recognition, Board 
appreciation, years of service recognition, District Foundation events, and retirement luncheons. 

• Assist in all informational aspects of school bond campaigns. 

• Provide in-service education on communications for the Board, administrators, and other staff 
members, and counsel them regarding the public relations implications of various matters. 

• Collaborate with the Assistant Superintendent of Educational Services to develop, coordinate, 
and implement the District’s crisis communication plan (REACT). 

• Plan, develop, and maintain communication channels with all district employees. 

• Maintain and articulate knowledge of district programs, policies, and activities, including school 
finance and legal aspects. 

• Keep records of past and current programs and activities of the District. 

• Oversee the maintenance of files on media coverage of the Clovis Unified School District and 
state and federal education issues that impact the District. 

• Serve as a communications consultant for district staff and school sites, assisting in developing 
individual department and school site communication plans. 

• Manage the Communications Department operations, including budget development, materials, 
and equipment. 

• Assist the Technology Department in designing and maintaining information on the District’s 
website. 

• Perform other related duties as assigned by the Superintendent. 

QUALIFICATIONS 

• Knowledge and Skills: Thorough understanding of district functions, policies, rules, regulations, 
goals, and objectives. Comprehensive knowledge of marketing and communications theory, 
principles, practices, and strategies. Understanding of public institution and education 
administration strategies. Knowledge of the history and culture of the Clovis Unified School 
District. Strong writing and editing skills. Familiarity with budget development and administration 
principles. Exceptional oral and written communication skills. 

• Abilities: Manage and lead the Communications Department efficiently and effectively. Maintain 
confidential data and information. Effectively plan, organize, and implement a comprehensive 



internal and external communications program. Market the services and products of the Clovis 
Unified School District to the community and general public. Assess, evaluate, and enhance 
formal and informal internal and external communication programs. Supervise and lead staff in a 
manner that fosters high morale and efficiency. Communicate formally and informally with a wide 
range of internal and external contacts. Communications may be complex and technical. Operate 
effectively within an office setting at the main district office or in the community. Possess strong 
computer technology skills. 

• Education and Experience: Education: Bachelor’s degree required; Master’s degree preferred from 
an accredited college or university with major coursework in communications or a related field. 
Experience: A minimum of three years of increasingly responsible leadership in school 
administration, public relations, marketing, communications, and print or electronic media is 
required. 

 


