
The University of Guam does not discriminate on the basis of sex, race, color, religion, national or ethnic 

origin, disability unrelated to job requirements, age (except as permitted by law), citizenship status, 

marital status, or political affiliation. Furthermore, the University of Guam does not discriminate on the 

basis of sex in the admission to or employment in its educational programs or activities. 

ANNOUNCEMENT 

August 14, 2025 

THE UNIVERSITY OF GUAM SOLICITS APPLICATIONS TO ESTABLISH A LIST OF ELIGIBLES FOR 
THE FOLLOWING LIMITED TERM APPOINTMENT, FULL-TIME POSITION (SUBJECT TO THE 
AVAILABILITY OF FUNDS): 

Announcement No. 087-25

Position Title 

COMMUNICATIONS & OUTREACH COORDINATOR 

Salaiy Range: Opening Date: 
UGPP /M-01 $49,731.00 - UGPP /M-09 $66,171.00 Per Annum Closing Date: 

Location: 
College of Liberal Arts and Social Sciences/Dean's Office 

MINIMUM QUALIFICATIONS: 

August 15, 2025 
August 29, 2025 

• Bachelor's degree in Communications or Public Administration or related field from a U.S. accredited college or
university; and

• Minimum of two (2) years experience in creating digital and print media content and communications materials; and
• Minimum of two (2) years experience in working with diverse student populations and communities; and/ or
• Any equivalent combination of experience and training which provides the minimum knowledge, skills, and/ or abilities.

QUALIFICATIONS REQUIRED: 
Pursuant to Public Law 26-87 as amended by Public Law 29-113, all future employees of any position within the government 
of Guam will be required at minimum to possess one of the following: 
1. A high school diploma; or
2. Successful completion of General Education Development (GED) Test; or
3. The equivalent of a general education high school program; or
4. Successful completion of a certification program, from a recognized accredited or certified vocational technical

institution, in a specialized field for the job.

CHARACTER OF DUTIES: (These examples do not list all the duties which may be assigned; any one position 
may not include all the duties listed.) 
The Communications and Outreach Coordinator will coordinate social media and other public relations, as well as 
community outreach for the College of Liberal Arts and Social Sciences to grow the College's service activities in the 
community and expand student recruitment potential. The coordinator will create media content such as press releases, 
flyers, brochures, banners, and social media posts; and communicate with the University Marketing & Communications 
(UMC) team and local media on all College events and activities. Maintain the College's website; assist faculty with 
updating content for program webpages; and manage public relations for the College within the University. Plan and 
coordinate community outreach and service activities; maintain a database of community organizations, employers, and 
alumni; and assist programs within the College with coordinating internship or other service opportunities for students. 
Coordinate and assess the College's co-curricular activities; coordinate and assist with assessment program-level cocurricular 
activities; assist programs with reporting data for co-curricular assessment in Nuventive database; and learn 
Nuventive software to provide guidance to program faculty who may not be familiar with the program. Plan and 
coordinate college recruitment events and activities and in collaboration with programs and student organizations and 
serve as the College liaison to the student organizations. Develop budget proposals for college events; manage budget 
allotted for these various activities; assess and obtain pricing for venue or other logistical needs; initiate the process with 
procurement, business office; and coordinate logistics for a successful operation. Performs other related duties as required 
to support the College of Liberal Arts and Social Sciences. The coordinator will organize events and activities and assist 
with co-curricular assessment; organize and promote college events and activities; promote the College internally and 
externally; organize outreach, internships, and service activities; facilitate internship and service opportunities for students; 
and organize college activities and recruit students. 

KNOWLEDGE, ABILITIES AND/OR SKILLS: 
Knowledge of media production, communication and dissemination methods and standards. Ability to manage and 
promote activities, programs, and projects. Ability to collect and analyze data and prepare reports. Ability to plan, 
develop, implement, and coordinate local projects and programs. Ability to interpret and apply program policies, rules, 
and regulations and make work decisions in accordance with these guidelines. Must be able to work effectively with 
diverse populations on campus and in the community. Must be able to maintain records and prepare reports. 
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