
 

 
 

 

Senior Writer and Communications Manager  

 

The Pingry School 

 

Founded in 1861, the Pingry School is an independent, co-educational, college preparatory day school for over 

1,000 students in kindergarten through the twelfth grade.  It is situated on two campuses in Basking Ridge and 

Short Hills, New Jersey. 

 

The Senior Writer and Communications Manager reports directly to the Director of Strategic Communications 

and Marketing and is a member of the Marketing and Communications team that is primarily responsible for 

creating and maintaining written and creative projects on behalf of the School.  These printed and online 

materials are essential for driving the tactical and strategic implementation of the School’s mission, including 

admission, public relations, and fundraising goals.    

 

Specific Responsibilities 
 

1. Plan with the Director to ensure that all marketing and communications programs relating to Pingry, its 

mission, achievements, and objectives are effectively promoted and communicated to all internal and 

external constituencies. 

2. Responsible for writing, editing, and publishing needs for colleagues, Admission Office, Parents’ 

Association, the Headmaster, and the Office of Institutional Advancement in print, web-based, and 

electronic media. 

3. Develop and maintain effective working relationships with all school departments, parents, and alumni to 

ensure timely messaging, consistency in branding and writing style, and comprehensive coverage.  

4. Must be a key provider of content for Pingry website.  This includes writing and publishing electronic news 

and event stories from campus and our community in a timely manner. 

5. Serve as a member of the editorial team for The Pingry Review and provide dynamic content as assigned. 

6. Work directly with the Administration and Institutional Advancement/Communications team members to 

manage the annual Employee Handbook and Crisis Manual editing/updating processes, the printed and 

online calendar, as well as other printed and electronic publications as assigned. 

7. Manage outside vendors (graphic designers, photographers, printers, etc.) as needed to ensure high-quality 

results on all projects. 

8. Other duties and specific communications projects as assigned.  

 

 

 

 

 



 

Experience/Skills 

 

1. Demonstrated superior writing, editing, proofreading, and creative skills. 

2. Good judgment, strong strategic, tactical, and critical thinking skills. 

3. Must demonstrate outstanding project management and collaboration skills in a deadline-oriented 

environment. 

4. Ability to work well under pressure and handle multiple projects at the same time.  

5. Undergraduate degree and three or more years of writing, communications, and/or media relations 

experience is required. 

6. Independent school or higher education work experience preferred. 

 

 
 


