
 
 

DIRECTOR OF COMMUNICATIONS & EVENTS 
(1 FTE) Reports to: President 
The Director of Communications and Events is responsible for the day-to-day operations of the Communications 
department, ensuring that the school is well known in the community, and that its events are professionally 
organized. S/he is a member of the school’s leadership team and assists the President in the management of the 
school and the implementation of directives by the Board of Trustees.  Specific responsibilities include: 

• Develop and implement a strategy to continuously raise the school’s profile in Greater Boston and the 
Cristo Rey Network. 

• Build and maintain the school’s brand across all internal and external platforms, including the website, 
social media accounts, weekly and monthly newsletters, videos, digital and hardcopy collateral, etc.  

• Design all school marketing materials, ensuring that all communications and all marketing materials 
from every department in the school (CWSP, Academic, Admissions, Athletics, Campus Ministry, College 
Counseling, and Development) are consistent and of high quality.   

• Create a social media content calendar, delegating management to the Marketing Coordinator.   
• Manage all social media and public relations efforts, including editorials, media advisories, press 

releases, to get the school publicity through all media. 
• Coordinate photography of events and day-to-day school operations in order to maintain a photo 

library.  
• Draft and manage the production of the school’s annual report, along with specialized Admissions, all-

school and CWS brochures, and Knight journals.  
• Manage all fundraising and donor stewardship event logistics in collaboration with the Director of 

Development.   
• Ensure the quality of all school events by creating and sharing best practices and planning documents 

with school staff.   
• Provide content for the monthly dashboard and prepare reports for the Board of Trustees. 
• Prepare monthly communications reports reflecting newsletter and social media engagement and other 

benchmarks for the school President and leadership team. 
• Serve on the school’s leadership team, participating in the overall management of the school together 

with the President, Principal, Director of Corporate Work Study, Director of Business and Operations, 
and Director of Development.  

• Staff and create materials for all meetings of the Communications and Marketing Committee. 
• Incorporate the mission and brand throughout the school with banners, bulletin boards, and photo 

displays. 
• Manage the inventory of printed materials, supplies, and branded swag needed for mailings, marketing 

folders, and event giveaways.  
• Perform other duties as assigned by the school President. 

 



Position Requirements 
• Must be a strong writer, willing to submit writing samples. 
• Accuracy and attention to detail. 
• Ability to multitask and work collaboratively. 
• Strong analytical, conceptual, and organizational skills. 
• Ability to maintain a high level of work ethics and professionalism. 

 

EDUCATION & EXPERIENCE 
• Minimum 5-10 years’ experience in communications and event planning  
• Bachelor’s degree  
• Proficiency in Word, Excel, Canva or other design software 

• Compliance with BCI and FBI background checks and completion of Protecting God's Children program.  
 

ABOUT US: Cristo Rey Boston is the only private, tuition-free, college prep high school in Boston. Rooted in the 
Jesuit tradition, the school is committed to serving culturally diverse, aspirational students with demonstrated 
economic need, from across Greater Boston. Offering full academic scholarships to all accepted Cristo Rey 
Boston students reflects the school’s commitment to identifying and removing barriers that exist in the way of 
students’ academic and professional success. In partnership with our supporters, Cristo Rey Boston is making 
intentional investments in people, organizations, and communities of color, and delivering real change by 
building a pipeline of diverse, 21st-century talent. For more information, visit our website at 
www.cristoreyboston.org. 

ORGANIZATION: Cristo Rey Boston High School is a member of the national Cristo Rey Network, an association 
of 37 Catholic schools serving 12,000 students in twenty-six states. The mission of the Cristo Rey schools is to 
prepare economically disadvantaged students to enter and graduate college through a rigorous curriculum and a 
unique work-study program. The adults’ professional culture is characterized by transparency and collegiality. 
Faculty and staff at CRB are deeply committed to the young people we serve, and eager to learn and grow in 
their own professional practice. There is an expectation that doors of classrooms and offices are open for 
colleagues who wish to share in each other’s work, to ask questions, and to lend support.  
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