
 

 
 
Position: Marketing Associate 
Posted:  June 13, 2018 
Closes:  Until Filled 
Start Date: When Filled 
 
The Marketing and Communications Associate reports directly to the Director of Marketing and 
Communications. In this role you will work to create and produce a variety of digital assets for the 
school as well as provide writing and editorial support. Our website and marketing is image-oriented, 
so an eye for strong visuals is critical. Additionally, the Associate will be someone who is a creative 
storyteller both visually and through the written word. In this role, you will assist with all aspects of 
school communications and marketing through a variety of mediums and provide key support to 
maintain the AMHS brand, ensuring integrity and consistency in all formats through which our 
brand is communicated.  
 
 
Multi Media 
 

 Continually take photos of events, student life and special accomplishments. Attend events 
on and off campus as needed. Pictures are used for media, TVs, alumni communication, to 
have on file for use by other groups such as auction committee, and other communication as 
needed. Edit images for publishing.  

 Archive and store images. 
 
Website 
 

 Assist with maintaining the school website including editing, writing, link checking, 
document and photo management 

 
Communication 
 
This position will also be trained to back up the Director of Marketing/Communications which may 
include: Managing official organizational communications including: 
 

 Weekly newsletter to families: collect information, edit, send, check for bounces and 
reconcile bounces 

 Organizing the Summer Mailing 

 Manage Coverage Tracker  
 
 
Graphic Design 
 



 

 Formulates concepts and implements layout designs for art and copy for AMHS 
departments events and clubs.  

 Develops logos, graphics and other visual content to be used across multiple forms of media 
like print, social media, and website 

 Determines size and arrangement of materials and copies based upon available specs, layout 
principles and aesthetic concepts 

 Uses personal computers, graphic software programs, printers, and other graphic art tools to 
create hard copy mock-ups; develops final graphic designs and related artwork for visual 
communications media 

 Creates graphic design pieces that convey Catholic identity and AMHS mission 

 Creates, in conjunction with the Director of Admissions and Marketing, project 
priorities/schedules, and adheres to project deadlines 

 Maintains and archives digital files, such as images, advertisements, marketing materials, etc 

 Assist with graphic design and creation of print and online collateral, for annual and one-off 
projects, both existing and new 

 Communicate with outside printing companies. Seek out bids from various printing houses 
to get best cost when doing large scale, out-of-house projects (i.e., graduation program, some 
postcards, admissions materials, etc.).   
 
 

Required Skills 
 

 Excellent oral and written communication skills 

 Video production and basic video editing encouraged 

 Consistently meet deadlines; communicate well in advance when deadlines cannot be met 

 Proficiency with Adobe Creative Suite 

 Photography and videography proficiency 

 Web savvy 

 Familiarity with Dropbox, Microsoft Office and Google Docs/sheets 

 Excellent organizational skills – position requires great attention to detail 

 Excellent editing skills 

 Working knowledge of document design and layout using Publisher and/or InDesign, as 
well as working knowledge of Photoshop or other image editing software 

 
Application Process: To apply, complete the Seattle Archdiocese Employment Application on the  

Seattle Archdiocese website: 
 

                                              https://www.applitrack.com/seattlearch/onlineapp/default.aspx?all=1 

 
 After completion of the above online application, submit a cover letter and  

resume with acknowledgment of application’s completion to: 
 
 Charlene Hilgendorf, SHRM-CP 
 Director of Human Resources 
 Archbishop Murphy High School 

https://www.applitrack.com/seattlearch/onlineapp/default.aspx?all=1


 

 12911 39th Avenue SE 
 Everett, WA 98208 

 
Our Mission 
Archbishop Thomas J. Murphy High School is a Catholic, college preparatory school that welcomes students of all 
faiths. True to the spirit of the Gospel, Archbishop Murphy High School nurtures the full development of the gifts 
that God has given to each student, fosters service as an outgrowth of faith, and values diversity. Working with 
parents as partners in this educational ministry, we strive for academic excellence, spiritual enrichment, and 
Christlike leadership for the transformation of the world. 
 
Located in south Everett Washington, Archbishop Murphy High School is a private Catholic high school known 
for its faith-filled community, academic excellence focusing on college preparation, active student involvement 
through Christian service, exceptional athletic programs and a variety of performing arts programs, clubs and 
activities. We offer a safe, supportive environment with small class sizes and individual attention. 

 
Archbishop Murphy High School recruiting practices are designed to attract, hire and retain teachers, staff, and 
administrators who come from diverse racial, ethnic, cultural and physically challenged populations. In keeping with 
its mission of providing a Catholic education, preference in hiring will be given to practicing Catholics. 

 
 


