
 

 
 
Job Title: Communications Manager 
 
Department: Communications Department, Valencia Campus 
 
Manager’s Title: Executive Director, Valencia Campus 
 
Start Date: September, 2018 
 
 
Berklee College of Music is the world’s recognized leader in contemporary music education and              
the largest school of contemporary music in the world. Berklee’s Valencia, Spain campus             
delivers graduate programs, summer programs and an undergraduate curriculum for Boston           
campus students. 
 
  
General Job Description: 
 
We are actively seeking a full-time Communications Manager. Under the supervision of the             
campus’ Executive Director, the Communications Manager will be responsible for designing,           
planning and coordinating all external communications activities related to the international           
activities of the world’s leading college of contemporary music’s campus in Valencia, Spain, as              
well as for overseeing and strategizing the campus’ internal communications. 
 
As the campus’ PR, the Communications Manager will support the executive team at managing              
institutional relationships, and will be responsible for handling crisis communications jointly with            
HR and the Valencia Operational Team, whilst managing the department’s annual budget            
efficiently, and supervising one direct report as well as external teams and contractors. 
 
This full time position combines media relations with both publicist and writer skills in English,               
Spanish and Valencian to identify, create and generate news in a compelling style to varied and                
diverse print and electronic media in regional, domestic, and international territories. 
 
At the same time, working very closely with the marketing and admissions teams, this position               
entails creating a wide array of editorial and audiovisual materials to support the campus’              
enrollment efforts, as well as nurturing various Berklee and partner media, and supporting the              
promotion of events from concerts to festivals and conferences at a national and European level               
on owned, shared, earned, and paid media. 



 

Among others, the Communications Manager will: 
 

- Outline and execute a communications strategy for the campus to increase the visibility             
and reinforce the positioning of the college in line with its mission, vision, and values at a                 
local, national and international level, taking into account Berklee’s growing potential           
audiences in key markets. 

- Create and develop a comprehensive content marketing plan aligned with the campus’            
enrollment calendars. 

- Manage the communications department’s budget optimising existing resources,        
maximising results and ensuring the ROI in line with the campus’ business goals. 

- Work with the legal department to ensure full compliance with current regulations, and to              
generate agreements with third parties involving any communications activities. 

- Support the executive team and/or act as a liaison between partners and Berklee’s             
campus in Valencia when required. 

- Lead public relations efforts and ensure protocol requirements are met in specific events. 
- Manage regional, domestic, and international publicity efforts. 
- Develop a crisis communications plan in coordination with the Boston campus that is             

adapted to the Valencia campus’ needs. 
- Write press releases applying strong journalistic skills. 
- Provide the campus’ spokespersons with media training. 
- Understand media opportunities and the process of cultivating media/journalist contacts. 
- Create and maintaining relationships with the media and generate quality news           

coverage in print and electronic media. Research print and electronic media contacts for             
a variety of projects, and maintain media contacts database up to date. 

- Create and pitch news, interviews and feature writing for a variety of platforms and              
audiences in English, Spanish and Valencian. 

- Ensure the regular gathering of media hits and analyse data to continuously enhance             
media coverage. 

- Generate media partnerships for specific events or campaigns. 
- Plan and organize media conferences or presentations; prepare press kits, including           

bios, fact sheets in Spanish and English, and any other necessary materials. 
- Lead Berklee produced and co-produced events promotion in owned, shared, earned           

and paid media, ensuring branding consistency across creativities and materials.  
- Develop and oversee the adaptations of visual creative materials for events promotion. 
- Reporting to the executive team, actively seek for co-branding and collaboration           

opportunities with adequate partner institutions, which can increase opportunities of          
media coverage and that are in line with the college’s values and vision. 

- Leverage every event and other opportunities to build awareness on the campus’ many             
activities and to engage with the local community as well as visitors, groups of interest,               
media and partner institutions. 

- Audiovisual content creation and curation: Lead the audiovisual production         
(photography, video) efforts on campus in line with the communications strategy and            



 

content marketing plan, acting as the primary internal contact from their inception all the              
way to the shipment of the finished product and closing of the project.  

- Be creative and demonstrate the ability to drive results throughout the production            
process. Help execute the creative vision for all audiovisual pieces and make ideas             
come to life with ensuring high production values.  

- Manage calendars, production bids, project scopes, costs within budget, briefings,          
pre-production, production and post-production efforts, production crews (internal or         
external), delivery adhering to deadlines and to communications and enrollment          
strategies, as well as a variety of other internal clients’ needs. 

- Oversee photos and video optimization prior to going live on different platforms, and             
coordinate their distribution and content promotion campaigns with the marketing team. 

- Ensure correct backup and archiving of all materials on campus’ servers. 
- Editorial content creation and curation: Maintain the website News section constantly up            

to date by writing or commissioning stories that highlight different aspects of the campus,              
aligned with the enrollment goals as well as with the college’s style guide in collaboration               
with the editorial team. Oversee the website Concerts and Events section and the             
distribution of new events across social media. 

- Use all created content to distribute to different areas of the Valencia web –news,              
concerts and events, home slider, home videos, news slider– as well as newsletter, blog,              
and Boston website, newsletters and other media when appropriate. 

- Actively engage with the Berklee community to continuously find new potential content. 
- Oversee all internal communications, and train other departments to fully adhere to the             

college’s existing platforms for internal communications. 
- Manage the production and release of the campus’ monthly newsletter. Impulse regular            

actions to know their audiences and adjust contents and formats accordingly. 
- Produce annual reports to evaluate performance and progress, and assess future           

priorities and actions. 
- Perform other duties as necessary. 

 
 
Qualifications and skills: 
  
We seek applicants who have a strong identification with the mission of the college, with a                
passion for music and for education, as well as a good understanding of branding and public                
relations, with very strong organizational skills and the capability to multi-task and work             
independently. Our Communications Manager will be interacting with members of the Berklee            
community constantly, so strong interpersonal skills and a passion for people is necessary. In              
addition to this, applicants to the Communications Manager position will also be in possession              
of the following: 
  

· Bachelor's degree in journalism, advertising, or public relations necessary.  
· Post-graduate studies specializing in branding, marketing, or audiovisual production, a plus. 



 

· A minimum of five years demonstrated international experience in the field of public relations               
and communications, ideally with experience in music and/or education; 

· Completely fluent in English, Spanish, and Valencian or Catalan, both at an oral and written                
level. 

· Strong journalistic skills in news and feature writing; 
· Understanding of media opportunities, the nature of news, the process of cultivating             
media/journalist contacts, and ability to base decision making in available data collected through             
regular rapports in order to assess on future media actions and to maintain an active pr                
calendar in alignment with the enrollment and academic calendars, as well as the             
communications needs. 

· Experience pitching stories, organizing media conferences, and interviews with top executives            
and artists, and at providing media training to a wide array of actors across the institution; 

· Demonstrable experience at crisis communication management, both externally and internally           
in large, complex institutions; 

· Demonstrable experience at creating comprehensive content plans that include editorial and            
audiovisual content creation with high-end production values. 

· Be in possession of an extensive network of contacts in local and national media. 
· Proven record of managing a communications department budgets optimally. 
· Knowledge of Wordpress; 
· Knowledge of Social Media management including Facebook, Twitter, Youtube, Flickr, and            
LinkedIn. 

· Tech savvy, eager to using a wide array of platforms and to incorporate new ones constantly; 
· On top of the latest trends in digital content and audiovisual production; 
· Office and administrative experience, including a working knowledge of various word            
processing, desktop publishing, database management, and spreadsheet systems. 
 
 

Other desired skills and requirements: 
 
· Excellent interpersonal skills, both written and spoken, with the ability to communicate at all               
levels in an articulate, cordial, and professional manner. 

· Be a self-starter with initiative and strong organizational skills, together with the ability to work                
under pressure in a focused, strategic fashion and follow assigned projects through to             
completion, both independently and in a team. 

· Passion for music, and for education; 
· Passion for storytelling and capacity to incorporate SEO in an organic, smooth way; 
· Strong organizational skills with the ability to work in a self-directed manner and under                
pressure in a focused, strategic fashion, following assigned projects through to completion            
independently and in a team; 

· Proactive attitude, curiosity, adaptability and critical thinking; 
· The ability to design and pursue detailed, complex communications plans; 
· Positive attitude within the office and for working with students, faculty, and staff throughout the                
college, as well as partners and third party collaborators. 



 

· Familiarity with contemporary music, music technology, and leading musical figures. 
· Flexibility and willingness to travel, if necessary, and to work some nights/weekends, as              
circumstances require. 

· Office and administrative experience, including a working knowledge of various word  
processing, desktop publishing, database management, and spreadsheet systems. 

· Knowledge of Berklee’s programs in the Valencia and Boston campuses. 
 
 

 
 
 
Interested candidates should submit the following documents in English and Spanish to            
valenciajobs@berklee.edu: 
  
·      Resume 
·      Portfolio of editorial and audiovisual content 
·      Portfolio of owned, earned, shared and paid media campaigns 
·      Cover letter 
·      Able to provide professional references 
  
Please indicate the position that you are applying for in the subject line of your email.  
  
All applicants must have the current right to work in Spain to be considered for this position. 
 
Please note that due to the summer holidays, selected candidates will be contacted to move               
into the next phase of the selection process not earlier than August 20, 2018  
 

http://musaicofest.com/

