Title: Marketing Communications Manager

Hours: 9:00am to 5:30pm

SUMMARY: 

The Communications Manager is responsible for the administration of the firm’s marketing communications program, which consists, in part, of: 

• An extensive client newsletter program

• The firm’s website

• Collateral materials 

• Media relations

• Social media

This is a senior, supervisory position that involves managing personnel and procedures.  

RESPONSIBILITIES: 

• Draft, edit and manage the full range of firm and practice materials, including: practice descriptions, attorney bios, announcements, seminar brochures/invitations and sponsorship ads.

• Identify and secure writing and speaking opportunities for attorneys before general, legal and industry audiences.

• Maintain and update a press database, including practice-specific press lists.

• Identify opportunities for industry and legal recognitions; draft nominations; manage directory listings and track accolades.

• Manage and regularly audit firm website, leveraging and developing content (new features, tools, etc.); analyze website traffic.

• Monitor and contribute to the firm’s social media activities.

• Supervise marketing staff as relates to communications projects.

• Assist in the development of attorney client presentation materials. 

EMPLOYMENT STANDARDS:

EXPERIENCE:

Minimum eight years professional experience and direct supervisory experience required, prior law firm experience preferred.  Fluency in MS Office—Word, Excel, PowerPoint—and familiarity with databases is required; knowledge of design software (Adobe CS) a plus.  

SKILLS:

The successful candidate will be extremely motivated, proactive, detail-oriented and organized. This person will be an exceptional writer (samples are required), a proficient editor and proofreader and will have demonstrated the ability to work independently, identify and initiate projects, solve problems and produce results. 

We are looking for a team player with a positive attitude.  This person must be able to effectively manage others and prioritize and handle changing project criteria, multiple projects and tight deadlines.

EDUCATION:

College degree required; advanced degree a plus.
