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	Job Description

	MARKETING AND COMMUNICATIONS MANAGER

	Reports To:  Executive Director
	FLSA Status: Exempt

	Position Status: Regular, Full-time
	Revision Date: January 8, 2026



Summary
The Marketing & Communications Manager is responsible for planning, executing, and managing Big Sky Economic Development’s day-to-day marketing, public relations, and communications activities. This role serves as a key ambassador for the organization and supports BSED’s mission through strategic messaging, content development, media relations, and event promotion. The position leads organizational marketing efforts, represents BSED through public speaking and community engagement, and ensures consistent, high-quality communications across all platforms.

Essential Duties and Responsibilities
[bookmark: _Hlk495073462]To perform the job successfully, an individual must be able to function at a high level and perform each essential duty independently and accurately. The duties listed are a representation of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Marketing, Communications & Public Relations
· Plan, execute, and manage day-to-day organizational marketing initiatives, campaigns, and communications in alignment with BSED’s mission and strategic goals.
· Develop, write, and manage organizational communications including newsletters, press releases, talking points, marketing materials, and external messaging.
· Maintain and manage BSED’s multi-channel communication platforms, including website content, email marketing, social media, and digital campaigns.
· Serve as a public-facing representative of BSED by participating in speaking engagements, media opportunities, partner events, and community outreach.
· Develop talking points and messaging frameworks for self and others to ensure consistent and effective representation of BSED.
· Build and maintain relationships with local and regional media outlets to support brand awareness and positive public visibility.
· Support organizational public relations efforts, including proactive media outreach and response to communication-related issues.
· Assist with development and coordination of podcasts, video content, and other digital storytelling platforms as appropriate.

Events & Organizational Engagement
· Plan, promote, and support organizational and program events, including annual meetings, partner events, and community engagement activities.
· Develop marketing and communications strategies for events, including promotional materials, invitations, registration support, and post-event follow-up.
· Coordinate logistics with internal staff, vendors, speakers, and partners to ensure successful execution of events.
· Support the development of community engagement and public-facing initiatives that enhance BSED’s visibility and stakeholder relationships.

Brand & Content Management
· Ensure consistent application of BSED’s brand, voice, and messaging across all marketing and communication materials.
· Oversee the development, design, and production of print and digital marketing collateral.
· Maintain inventory and organization of marketing assets, templates, and promotional materials.
· Track and report on marketing and media activities as requested.

Collaboration & Organizational Support
· Collaborate with internal teams to support marketing and communication needs across programs and initiatives.
· Provide backup and support for engagement-related activities as needed.
· Participate in strategic planning and implementation discussions related to organizational communications and outreach.
· Perform other related duties as assigned.

Required Knowledge, Skills and Abilities
The requirements listed below are representative of the knowledge, skills, and/or abilities required to perform job duties at a high level.

1. Communications and Media - Knowledge of media production, communication, and dissemination techniques and methods. This includes alternative ways to inform and entertain via written, oral, and visual media.

2. Sales and Marketing - Knowledge of principles and methods for showing, promoting, and selling products or services. This includes marketing strategy and tactics, product demonstration, sales techniques, and sales control systems.

3. Interpersonal Relations – ability to build strong relationships, create positive, lasting impressions and communicate effectively with a diverse group of people. 

4. Leadership Skills – ability to influence, motivate, and elevate others to do more than they knew possible.

5. Communication Skills— knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, proper grammar, and professional etiquette. 

6. Personal Effectiveness/Time Management - ability to strategically utilize time and resources to manage priorities, timelines, deadlines and details under pressure, with accuracy, and to a high level of proficiency.

7. Technical Capability –Strong proficiency in fundamental office and computer equipment, Microsoft Office Suite, CRM platforms, cloud-based software applications, and virtual communication platforms. 

8. Teamwork Oriented – ability to effectively partner within a collaborative effort to achieve common goals and outcomes.

9. Adaptability – ability to modify actions, direction or approach to changing situations and expectations in a respectful and professional manner.

Minimum Qualifications
· Bachelor's degree in business, marketing, communications, or related field of study

· At least five years of experience in marketing and long-range planning required.  
· 3-5 years’ Experience with digital marketing forms such as social media marketing and content marketing.
·  A combination of experience and education equivalent to the knowledge, skills and abilities necessary to perform the work at a high level will be considered.

Job Requirements

[bookmark: _Hlk514676712]Additional job requirements include:

1. This job requires work-related travel, with occasional overnight stays, by personal vehicle, rented vehicle or commercial transportation to participate in business-related meetings. Occasional driving may be required; must be able to operate a motor vehicle and have a valid driver’s license.
2. This is a full-time, salaried, exempt position. Office hours are generally 8 a.m. until 5 p.m. with occasional early morning, lunch hour, or evening and weekend work required.
3. Work is performed in the Big Sky Economic Development offices as well as at vendor and agency offices and other meeting or project sites.

Physical Demands
The job requires work-related travel, with occasional overnight stays, by personal vehicle and commercial transportation to participate in business-related meetings, consulting, and events. Employee must have a valid driver license and be able to operate a motor vehicle.

Daily duties of this job will involve reasonable amount of standing, sitting, lifting, driving, public speaking, and computer use. Such activities will require sufficient manual dexterity, vision, mobility, clarity of speech, and hearing to effectively perform the duties and responsibilities of this position.

Work hours will generally be 8:00 A.M. to 5:00 P.M., Monday through Friday; however, some activities, trainings and workshop events, client meetings, and Board meetings may require morning, evening or weekend hours, and travel as needed.

Working Environment
Work is in a normal office environment with noise levels that are usually moderate.  Working conditions require high attention to detail and frequent deadlines.  

The above statements are intended to describe the general nature and level of work being performed by the individual assigned this position. This job description is not intended to be an exhaustive list of all responsibilities, duties and skills of the employees in those positions(s). Duties, responsibilities and activities may change at any time with or without notice.
I have read and accept the duties and responsibilities as outlined. I have also been given the opportunity to discuss any questions or concerns regarding any or all of the above directly with my supervisor prior to signing this document. Further, I agree to notify my supervisor immediately in the event that I am unable to fulfill any or all of the duties as outlined above.

I understand that Big Sky EDA reserves the right to revise or change this job description as the need arises. I have reviewed this job description and received a copy. 


_______________________________	______________	________________________________
Employee Signature			Date			Print Name


Supervisor Signature: __________________________________ 	Date: ___________________________
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