
 
 

DOUGLAS COUNTY SCHOOL SYSTEM 
P. O. BOX 1077, Douglasville, GA  30133 

Mr. Trent North, Superintendent 
770-651-2378 

 
VACANCY NOTICE 

 
 
POSTING DATE: August 14, 2019 
 

CLOSING DATE:  Until Filled 
 
POSITION TITLE:  Coordinator of Interactive Graphic Design 

 

PRIMARY FUNCTION: To support a comprehensive program of public/community 
relations through management of print and online district 
publications. 

 
REQUIREMENTS 
Educational Level: Minimum of a college degree in an appropriate field such as 

graphic design, communications, public relations or journalism 
preferred 

 
Experience: At least three to five years of experience desired. 
 
Physical Activities: Routine physical activities that are required to fulfill job 

responsibilities. Must be able to lift and move boxes and/or 
storage containers weighing 25 to 30 pounds and be able to 
frequently lift, carry, push, and/or otherwise be able to move 
tables, chairs, boxes, carts and/or containers. 

 
Proficient Skills: Interactive Graphic Design, Written and Oral Communication 

Skills, Interpersonal Skills, Desktop Publishing, Photography, 
Internet Web Publishing, and Special Events Coordination and 
Planning 

 
ESSENTIAL DUTIES: 

1. Demonstrates prompt and regular attendance.  

2. Supports the planning for district publications including, but not limited to, 
newsletters, annual report, brochures on district initiatives, and school 
accountability reports. 

a) Supports the determination of appropriate content for publication. 
b) Work with district and school leadership to define the scope of articles. 
c) Research and prepare articles. 
d) Oversee the design of publications and campus signage. 

e) Edit copy and layout, ensure accuracy of information presented, 
and ensure grammatical integrity. 

f) Sign-off on press ready copy, ensure print production is cost effective, and 



manage the schedule to ensure on-time production. 

3. Counsel district and school leaders in the production of publications and 
collateral materials that are part of a planned public relations 
program/effort, including the Teacher of the Year program, Employee 
Recognition, Board Meetings, introduction of new programs/services, and 
other publications. 

4. Assist in the District’s growing presence in the electronic/online/social 
media presence. 

a) Serve as editor  or contributor for all online publications 
b) Ensure editorial integrity for the district’s online communications. 
c) Continue to research and grow the district’s use of social media. 

5.  Assists the department in developing communication plans for district 
initiatives. 

a) Assist in developing messaging. 
b) Plan collateral materials. 
c) Address issues and concerns relating to communication plans. 
d) Work with district and school leaders to implement communication plans. 

6. Establishes and maintains a positive working relationship with the system 
employees and community.  

7. Provide oversight and support for district and school based websites 

8. Ability to work collaboratively with internal and external customers to 
support overall department goals. 

9. Photograph events as necessary.  

10. Plans and implements professional development activities for schools and 
district offices designed to help employees improve school-community 
relations and communications.  

11. Participates in local, state, and national professional public relations 
meetings, activities and associations. 

12. Work cooperatively with schools and departments to utilize the automated 
messaging system. 

13. Performs other duties and responsibilities assigned by the Executive 
Director of Communications. 

 
REPORTS TO: Executive Director of Communications 
 
APPLICATION PROCEDURES: 
External Applicants:  Apply online through TeachGeorgia (www.teachgeorgia.org).  Submit a 
cover letter stating interest in this specific position, a standard resume and a list of three 
references with addresses and phone numbers, as soon as possible. 
 
Current Employees:  A letter of interest, resume and a list of three references with address 
and phone numbers, as soon as possible.   
 
Mail or deliver your application materials to Jill De Priest, Executive Director of Human 
Resources, Douglas County School System, P.O. Box 1077, Douglasville, GA  30133. 

 
NO FACSIMILES OR EMAIL APPLICATION MATERIALS ACCEPTED 

 
The Douglas County School system does not discriminate on the basis of race, gender, 

color, age, religion, national origin, or disability in its employment procedure. 
 

“The Standard of Excellence” 

http://www.teachgeorgia.org/

