
 
 

Communications Specialist 
MONTANA SCHOOL BOARDS ASSOCIATION 

Position Announcement, July 26, 2017 
 
The Montana School Boards Association is recruiting a motivated, dynamic individual to serve as its 
Communications Specialist.  MTSBA will be accepting applications addressing the qualifications and 
characteristics for the successful applicant.  In order to be considered among the first round of 
interviews, applications will need to be received no later than Friday, August 18, 2017, with initial 
interviews to occur the last 2 weeks in August 2017. The planned start date for the position is early to 
mid-September 2017.  Position will remain open until filled. 
 
Work Year:   12 months (Full Time, Exempt) 
Salary Range:  $50,000 - 60,000, dependent on experience and qualifications 
Employee Benefits: Comprehensive Benefits Package 
Supervision:  Works under the direct supervision and reports to MTSBA’s Communications 

Coordinator 
 
Required Qualifications: 
1.  Bachelor’s degree or higher in communications, journalism, public relations, marketing or related 

field of study;  
2.  Experience through employment or internship serving a corporate or government agency in 

communications, database and/or web development or related capacity. 
 
Desired Characteristics: 
1. A high degree of competence with technology-based communications, including but not limited to 

database and website management, graphic design and dissemination of e-publications, and social 
media management; 

2. Strong work ethic with a demonstrated ability to work collaboratively with diverse individuals 
and groups; 

3. Excellent verbal and written communication and organization skills; and 
4. Ability to be flexible, multi-task and work in a fast-paced environment with deadlines on multiple 

projects.   
 
Other Details: 
The successful applicant will be responsible for assisting in the development, management and execution 
of a variety of communications to meet the needs of MTSBA, its education partners and members. This 
position will support MTSBA’s Communication Coordinator interacting with key stakeholders, subject 
matter experts and management at all levels, drafting, editing and supervising the production of 
communications to be distributed to a variety of audiences through different communication methods.  
Position will have some administrative support functions. 
 
To apply, please send a letter of application, current resume and letters of reference to: 
 
MTSBA Communications Coordinator Position, C/O MTSBA, 863 Great Northern Blvd. Suite 301, Helena, 
MT  59601.  Electronic, signed submissions may also be sent to lmelton@mtsba.org.  


