
 

 
 
POSITION TITLE: Assistant Director, Marketing Adult Education 
DEPARTMENT: Graduate and Continuing Studies 
REPORTS TO: Director, Enrollment for Adult Education 
SALARY: $19.95 – $20.85  
FLSA DESIGNATION: Hourly/Non-exempt 
SCHEDULE: Full-time (1.0 FTE) | 12-months | 40-hours per week 
              
POSITION SUMMARY: 
The Assistant Director of Marketing is responsible for developing and executing strategic marketing 
initiatives for graduate and continuing studies programs. This position is responsible for project 
management of advertising and brand awareness initiatives, development of marketing collateral, 
enrollment management communications, as well as graduate and continuing studies admissions and 
web/online presence. 
 
CORE RESPONSIBILITIES: 
Project management (40%) 

• Oversee marketing initiatives and move projects forward to completion, working with agency 
and/or director, and university marketing and communications to meet project deadlines and 
budgets. 

• Work with departments to develop and update marketing collateral consistent with brand 
design, with approval from university marketing & communications, and to meet department 
objectives. 

• Monitor inventory of marketing collateral; oversee production of marketing collateral to ensure 
quality control. 

• Meet timeline and parameters for marketing/publications projects, working with department to 
establish desired outcome. 

• Monitor and track marketing budgets for graduate and continuing studies, agency-related 
expenses and monthly expenses; submit monthly payment requests and reconcile monthly 
budget reports after approval by director.  

• Monitor day-to-day activities of graduate, continuing studies, and military/veterans marketing 
and communications. 

 
Content and creative (30%) 

• Write, edit and proof copy for marketing materials, including collateral, media, and web text; 
oversee editing process in cooperation with university marketing & communications. 

• Initiate and implement periodic updates for marketing materials, including photos, print 
materials, web edits, and general marketing materials. 

• Implement new program launches and/or special campaigns. 
• Develop strategic inquiry-to-admission funnel materials for grad/CS programs, working with 

director and departments to ensure program admission goals are met. 
• Ensure coordination and consistency of messaging between various admissions funnels. 

 
Web and online media strategies (25%) 



• Identify and utilize appropriate metrics, such as web analytics, to measure and track success of 
communication and advertising initiatives, especially in relation to admissions reports, alerting 
director to trends and relevant information. 

• Write and generate original content graduate and continuing studies web sites and 
online/digital media strategies, working with the marketing and communications department, 
as well as program directors and staff to improve overall user experience and conversions. 

• Enhance SEO (search engine optimization) and other media strategies, working with agency 
and university marketing and communications office to increase web traffic.  

• Initiate and maintain web site changes in CMS; write and generate original content for web 
pages. 

 
Other duties as assigned (5%) 
 
KNOWLEDGE, SKILLS AND ABILITIES: 

• Demonstrated effective oral and written communication skills. 
• Experience in managing multiple projects and meeting tight deadlines. 
• Demonstrated knowledge and ability to create and produce marketing materials for print, web, 

and other media outlets 

• Interpersonal and organizational skills. 

• Experience/proficiency in using computers for work processing and marketing related 
purposes. 

• Ability to work with confidential information. 

• Ability to work as part of a team. 
 
MINIMUM QUALIFICATIONS: 

• High school diploma or GED. 

• Bachelor’s degree, preferred. 

• One or more years of related work experience or an equivalent combination of education 
and/or experience 

• A personal commitment to the Christian faith and to the integration of faith and learning 

• Demonstrated growth in cultural competence, awareness of societal and structural inequities 
and proven experience in effectively establishing relationships and positive communications 
with students and other constituents across multiple dimensions of diversity including, but not 
limited to, race, gender, varying abilities, nationality, sexual orientation, gender identity, class 
or religious perspectives 

• A commitment to the educational mission of Whitworth University as a comprehensive 
Christian liberal arts university affiliated with the Presbyterian church 

 
ADDITIONAL REQUIREMENTS: A background and sexual misconduct check will be required of the 
successful candidate. A resume, cover letter, faith statement, and names, addresses, and phone 
numbers of at least three (3) professional references will also be required. All Whitworth University 
employees are required to comply with the university’s COVID-19 vaccination policy. 
 
 
 



About Whitworth: 
Founded in 1890, Whitworth has consistently ranked among the top regional colleges and universities 
in the West. Whitworth University has an enrollment of more than 3,000 students and offers more than 
100 undergraduate and graduate degree programs. With strong liberal arts undergraduate and 
graduate programs, Whitworth unites a robust commitment to Christian mission and service, academic 
rigor and care for students. 
 
Whitworth University's 200-acre campus of red-brick buildings and tall pines offers a beautiful, inviting 
and secure learning environment. More than $125 million in campus improvements have been made in 
recent years. 
 
A community of committed Christian faculty and staff employees carries out the university's mission 
"to provide its diverse student body an education of the mind and heart," equipping its graduates "to 
honor God, follow Christ and serve humanity." 
 
Our Benefits: 
Whitworth University provides a robust offering of benefits and services to enhance the quality of life 
of its faculty and staff. Employees who are eligible for benefits may participate in health plans including 
medical, dental and vision; a generous retirement plan (8% employer match); life insurance and long-
term disability insurance. Well-being services include spiritual enrichment, the employee assistance 
program, and free access to the University Recreation Center and the Megan E. Thompson Aquatic 
Center. Free tuition for employees and tuition remission programs for spouses and dependents round 
out the offerings. Additionally, Whitworth employees enjoy 17 paid holidays each year. 
 
Whitworth complies with all federal, state, and local nondiscrimination laws that are applicable to religious 
nonprofit institutions and does not engage in unlawful discrimination on the basis of race, color, national 
origin, age, sex, or disability. With our Christ-centered commitment to building a diverse and inclusive 
community, the university encourages applications from populations underrepresented at Whitworth 
including members of racial/ethnic communities, women, and persons with disabilities. 


