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Sisters of Notre Dame de Namur 
Development Office 

 

Communications Manager 
 

 

 
Position Summary: 
 

Designs and manages print materials that develop and enhance 
relationships with the friends, relatives and alumnae of the 
Sisters of Notre Dame de Namur by telling the stories of the 
mission, spirituality and ministries of the Sisters, their 
associates and co-workers.  Maintains the integrity of the brand 
of the Sisters of Notre Dame de Namur.  Collaborates with the 
Development Director and Digital Media Coordinator to create, 
strategize, and execute annual communication plan for the Ohio 
Province, including but not limited to the Development Department. 
Works closely with Associate Development Director to expand the 
Clean Water for life Project. Collaborates with other Departments 
(Mission Integration, Vocations, Live The Good, and Justice Peace 
and Care for Creation) for their communication needs. 
 
Responsibilities: 
 

Print and other Media 
1. Work with the writer, design printed materials for 

newsletters, brochures, advertisements, mailers, vocations 
materials, etc. and oversee their production.  Give final 
approval on all proofs. 

2. Oversee the audio video portions of programs at all 
Development events. 

3. Coordinate photographers for all events and publications.  
4. Direct photo shoots, e.g.  Jubilarians and Board photos. 
5. Manage production schedule of Development Department 

calendar. 
6. Maintain relationship with printers, photographers and 

videographers. 
 

Clean Water for Life Project (in collaboration with the 
Associate Development Director) 

1. Shape the message in the light of the SND worldwide 
mission. 

2. Develop an annual plan to assure the continued growth of 
the project. 

3. Maintain communication with the International Finance 
Director. 

4. Assure oversight of all phases of the learning lab. 
5. Maintain relationships with the high schools and STEMM 

directors. 
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6. Develop and maintain communication with administrators and 
faculty in secondary and elementary schools as appropriate. 

7. Work closely with the writer in developing the public 
relations materials. 

8. Augment and maintain relationships with the volunteers. 
9. Assist other Notre Dame Development Offices in establishing 

a Clean Water for Life Program in their schools and 
heritage schools as requested. 

 
Special Projects 

1. Response to requests related to external communications and 
preserving the brand as requested by the Provincial Team. 

 
Knowledge and experienced with: 

1. Catholic Social Values 
2. Microsoft 365 
3. Adobe Creative Suite 
4. Writing, copyediting, and proofreading 
5. Marketing in print media 
6. Managing projects and collaborating with others 

 
 
 
 

Accountable to:  Director of Development 
 
Status: Full time 
Salary: Competitive Salary and full benefits 
 
Please send cover letter and resume to kmanley@ohsnd.org 
 

 


