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JOB DESCRIPTION - MEDIA COORDINATOR
1. Position Details
Job Title: Media Coordinator
Department: Public Relations / Communications / Administration
Employment Type: Full-Time
Reporting To: Principal
2. Job Purpose
The Media Coordinator is responsible for coordinating the institution's media relations, publicity, communication, content development and digital media activities. The position supports the institution in maintaining a consistent public image, promoting academic and institutional achievements, coordinating media coverage, and ensuring timely dissemination of approved information through appropriate communication channels.
3. Key Roles and Responsibilities
A. Media Relations
· Develop and maintain professional relationships with print, television, radio, digital and online media, etc.,
· Coordinate with media representatives for institutional events and announcements.
· Prepare and circulate approved press releases, media notes and official communications.
· Facilitate media visits, interviews and interactions with authorized institutional representatives.
· Maintain an updated database of media contacts.
· Monitor media coverage relating to the institution.
B. Content Development
· Draft press releases, news articles, media briefs, event reports and institutional announcements.
· Prepare content highlighting academic achievements, research, placements, awards, events and other institutional activities.
· Edit and proofread content for accuracy, clarity and consistency.
· Collect relevant information, photographs and supporting material from departments.
· Ensure that all external communication is factually accurate and approved by the competent authority.
C. Social Media Management
· Coordinate content for the institution's official social media platforms.
· Prepare posts, captions, announcements and event updates.
· Coordinate with relevant departments to obtain photographs, videos and information.
· Maintain a content calendar for important institutional activities.
· Monitor comments, messages and public engagement and escalate matters requiring official response.
· Ensure that social media communication follows institutional policies and approval procedures.
D. Photography and Videography Coordination
· Coordinate photography and videography for institutional events and important activities.
· Maintain an organized digital archive of photographs and videos.
· Coordinate with photographers, videographers and external agencies where required.
· Ensure appropriate coverage of seminars, conferences, convocations, cultural events, achievements and official programmes, etc.,
· Identify suitable photographs and video clips for approved publicity and institutional records.
E. Website and Digital Communication
· Coordinate with the IT/Web team for timely publication of approved news, announcements and events on the institutional website.
· Ensure that media-related content is accurate, current and appropriately formatted.
· Coordinate updates relating to institutional achievements, events, awards, press releases and other approved content.
· Maintain digital communication records and archives.
F. Event Publicity
· Develop publicity plans for major institutional events.
· Coordinate invitations and media coverage for conferences, seminars, workshops, convocations, exhibitions and other programmes.
· Prepare event briefs, media kits and background information where required.
· Coordinate with event organizers to ensure appropriate media arrangements.
· Support post-event publicity through approved news reports, photographs and videos.
G. Institutional Branding
· Ensure consistency in the use of institutional name, logo, templates, photographs and approved communication formats.
· Follow institutional branding and communication guidelines.
· Coordinate development of brochures, newsletters, annual reports, institutional profiles and other publicity materials.
· Assist in strengthening the institution's visibility through accurate and professional communication.
H. Media Monitoring and Reporting
· Monitor print, electronic, digital and social media for coverage related to the institution.
· Maintain a media coverage register/archive.
· Prepare periodic reports on media coverage, publicity activities and digital engagement.
· Bring significant media coverage or issues to the notice of the competent authority.
· Maintain records of press releases, media contacts, interviews and published articles.
I. Coordination with Departments
· Coordinate with academic and administrative departments to collect information for publicity.
· Verify facts, dates, names, designations and achievements before publication.
· Establish a structured process for receiving information and content from departments.
· Follow up with concerned departments for timely submission of approved information.
J. Crisis and Sensitive Communication Support
· Assist the authorized institutional leadership in preparing factual communication during sensitive situations.
· Ensure that no unauthorized statement or information is released to the media on behalf of the institution.
· Escalate media queries concerning sensitive matters to the designated authority.
· Maintain confidentiality of institutional information.
K. Vendor and Agency Coordination
· Coordinate with advertising agencies, PR agencies, photographers, videographers, designers and media organizations as assigned.
· Obtain quotations and coordinate services in accordance with institutional procedures.
· Monitor the quality and timely delivery of outsourced media-related work.
· Maintain records of media-related vendors and services.
L. Documentation and Archives
· Maintain a comprehensive archive of:
· Press releases
· Newspaper clippings
· Media coverage
· Photographs
· Videos
· Event reports
· Social media posts
· Institutional publications, etc.,
· Ensure systematic naming, categorization and storage of digital files.
4. Key Performance Indicators (KPIs)
	Sl. No.
	Key Performance Area
	KPI / Expected Outcome

	1
	Media Relations
	Effective coordination with media organizations

	2
	Press Releases
	Accurate and timely release of approved content

	3
	Social Media
	Timely and consistent institutional updates

	4
	Event Coverage
	Appropriate media/photo/video coverage

	5
	Content Quality
	Accurate, clear and professionally presented content

	6
	Media Monitoring
	Timely tracking and reporting of institutional coverage

	7
	Website Content
	Timely coordination for approved updates

	8
	Digital Archive
	Complete and organized media records

	9
	Branding
	Consistent use of institutional branding

	10
	Department Coordination
	Timely collection and verification of information


5. Technical and Professional Skills
· Excellent written and verbal communication skills.
· Strong English drafting and editing skills.
· Knowledge of social media platforms and digital communication.
· Basic knowledge of photography and videography.
· Knowledge of Canva, Photoshop or other basic design tools is desirable.
· Knowledge of website content management systems is desirable.
· Good understanding of media relations and public relations practices.
· Proficiency in MS Office / Google Workspace.
· Ability to maintain digital archives and databases.
6. Behavioural Competencies
· Excellent interpersonal and networking skills.
· Professional and courteous communication.
· Creativity and attention to detail.
· Strong organizational and coordination skills.
· Ability to work under deadlines.
· Good judgment when handling institutional information.
· Ability to manage multiple assignments simultaneously.
· Team-oriented approach.
· High level of confidentiality and professionalism.
7. Authority and Accountability
The Media Coordinator shall be accountable to the Principal / Director / Administrative Officer / Head of Communications for the effective coordination of media and institutional communication activities.
The Media Coordinator shall ensure that only information approved by the competent authority is released externally on behalf of the institution.
8. General Responsibilities
· Maintain punctuality, discipline and professional conduct.
· Represent the institution professionally while interacting with media and external stakeholders.
· Protect the confidentiality and reputation of the institution.
· Follow institutional communication, branding and social media policies.
· Maintain proper documentation of all media-related activities.
· Provide support during institutional events, including occasional work outside normal office hours where required.
· Perform any other media, communication or publicity-related duties assigned by the competent authority.
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