
 
 

Public Relations Manager Position Description 
 

TITLE:  Public Relations Manager 
 
DEPARTMENT: Marketing and Communication 
 
CLASSIFICATION: Exempt 
 
REPORTS TO: Director of Public Relations and External Initiatives  
 
DATE:   March 2022 
 
POSITION SUMMARY: 
 
Provides management and execution of the College’s public outreach and media 
relations programs 
 
RESPONSIBILITIES: 
 

1. Plans and executes proactive public relations strategies focused on 
building visibility in print, Internet media and broadcast for the consumer 
audience.  

 
2. Utilizes project management to ensure that the public relations plan is 

executed on schedule and within approved budget. 
 

3. Plans and executes digital strategies for increasing consumer awareness, 
including use of social networking technologies and the ACFAS patient 
education website.  

  
4. Develops media opportunities and responds to media inquiries by 

establishing, maintaining and fostering a broad network of relevant 
contacts. 
 

5. Develops and manages website content make recommendations for 
continued improvements and SEO on FootHealthFacts.org and the Media 
Center on acfas.org.  

 
6. Collects website utilization data and uses it to help define strategic 

direction for the patient education website. 
 

7. Develops marketing materials aligned with the college’s strategic goals for 
consumer outreach and practice marketing. patient education. 

 
8. Other responsibilities as assigned by the Director of Public Relations and 

External Initiatives. 



 
 
QUALIFICATIONS: 
 
Skills: 
 

1. Exceptional oral and written communication skills; able to clearly and 
concisely express complex concepts to a general audience through social 
media outlets, press releases, media pitches, newsletters and website 
platforms. 

 
2. Demonstrated ability to successfully create, execute and mange social 

media campaigns on various platforms. 
 

3. Successful experience in building relationships with reporters, bloggers 
and other influencers to maximize the College’s online and print reputation 
to increase the visibility of the College and profession.    

 
4. Experienced in use of online media list software, redirect advertising 

programs and internet-based distribution services (Cision, Feathr). 
 

5. Knowledge of optimizing copy and website pages for SEO and keyword 
opportunities with assistance from SEO experts. 
 

6. Competency in web-based content management systems. 
 

7. Well organized, detail oriented, critical thinker and self-motivated; works 
independently and as a member of a team. 

 
 
Experience: 
 

1. Minimum of 3-4 years’ experience in developing and implementing media 
relations strategies, social media campaigns and SEO.  

 
2. Media relations experience, especially those providing consumer 

healthcare information is preferred. 
 

3. Experience with a healthcare or physician member association is 
preferred. 

 

Education: 
 
Bachelor’s degree in public relations or communications or related field. 


