&

Lansdowne
Friends School

Job Title: Communications Director
Hours/week: 20 hours/week (9am—1pm, M~-F)
Calendar: Academic calendar (10 months/year)
Location: Onsite at Lansdowne Friends School

Start Date:  January, 2026

Position Overview

Our progressive, Quaker, preK through 6th grade co—educational day school in Lansdowne, PA, seeks a
talented marketing and graphics professional to lead the production of our parent newsletter, Weekly Notes,
manage social media updates, and provide photography and content updates for the school website. This role
works closely with the Development Director to ensure consistent, high—quality communications that reflect and

strengthen the school’s mission and community.

The successful candidate will be embedded in daily school life, actively capturing stories and images that
showcase the vibrancy of LFS. Preference will be given to candidates who know and understand the culture of
the school community. We seek candidates who will broaden the racial, cultural and gender identity of the

school community.

Key Responsibilities

Weekly Notes (parent newsletter)
e Plan themes and source stories that highlight school life
e Write, edit, and curate content to reflect the values and vibrancy of LFS
e Coordinate and edit submissions from faculty, staff, and families
e Select, take, and edit photographs
e Design and produce each issue in Constant Contact or similar platform
e Create content as necessary in Canva or similar platform

e Ensure accuracy, brand consistency, and timely weekly distribution



Social Media & Website Updates
e Capture and edit photographs of daily school life, events, and activities
e Design posts and campaigns in Canva or similar platform
e Post regular social media (Instagram & Facebook) updates that align with the school’s voice and
messaging

e Periodically update website content with new photos, stories, and features

Qualifications
e Strong writing, editing, and storytelling skills
e Photography and photo editing experience
e Ability to create engaging visual and graphic content
e Familiarity with Constant Contact and Canva (or similar platforms)
e Comfort with social media and basic web content management
e Ability to work on tight deadlines with attention to detail
e Collaborative and flexible, with strong interpersonal skills

e Knowledge of and appreciation for the LFS community and culture preferred

Benefits include competitive salary and professional development funding support. The School has free parking

and is accessible by numerous cycle and public transit options, including the Media/Wawa train line.

Applicants should send a current resume, letter of interest, and 2—3 examples of graphic content to:

Eric Mayer, Head of School, using the email jobs@lansdownefriendsschool.org
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