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Other duties as assigned

Projects:
Resident Recruitment

Conference Programs

Alumni Engagement

Branding and Cohesion

Student Satisfaction Support

Crisis Communications

+8,000 residents

7 Residential Halls

+40 Full-time staff
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Foundations of a successful

communication plan

Processes you need to

implement your plan

How you can assess the

effectiveness of your plan

1.

2.

3.

TODAY'S DISCUSSION





Who are you trying to

reach?
What's your message?

How will you reach

them?



Keep leadership and

stakeholders informed

Maintain consistency in your

messaging

Serve as a resource to those

who are interested in your

department/organization

WHY DO I NEED A PLAN?

WHY?



Foundations of A
Communication Plan

What do you want to

accomplish with your

communication plan?

Goals & Objectives

Who would benefit

most from your

communications? 

Audience
What do you want your

audience to do?

Action



What do you want to accomplish with your communication plan?

Goals and Objectives

S.M.A.R.T

Recruit students to live on campus

by the beginning of fall 2021

Raise money for student

scholarships by December 1, 2021

Increase awareness of our services

by the end of the semester

Examples

TIPS

Focus on one goal at a

time to help with

measuring effectiveness.

Pull from your strategic

plan or your mission,

vision, and values.



Who would benefit most from receiving your messages?

Audience

TIPS
Current Students

Prospective Students

Faculty/Staff

Alumni

Community Members

Examples

Ask other departments who

already communicate with

the audience you are trying

to reach for feedback.

Get specific about

audience habits, wants,

needs, and goals.



What We Know About Our Audiences - SHRL

Age 18+

Utilize Instagram and

Twitter

Email: high engagement

at the start of semester 

Current Residents

Age <18

Utilize Instagram and

Reddit

Email: mostly read by

parents & families

Prospective Residents

Age 25+

Utilize Facebook and

Twitter

Email: more likely to

subscribe and engage

Alumni



What do you want your audience to do? What is your call to action?

Action

TIPSApply to live on campus

Register for an event

Be Aware of XYZ

Complete a feedback form

Event-Based Actions

Sign Up

Attend

Examples

Be sure to include a clear

call to action in all

communications.

Set goals for your actions

to determine if your plan

is on the right track. 



Sign Up



Processes You Need In Place

What do you want to say?

What is the tone?

What is your timeline?

Outline/Overview

What platforms do you

have access to? In-house

or paid subscriptions?

Channels/Platforms

What do you want to

write first? 

Start Writing



What do you want to say and how are you going to say it?

Outline/Overview

Determine the tone you want to use

The tone should match your audience

Identify your key points

Create a timeline for the implementation

of your plan 

Examples

TIPS
Don't reinvent the wheel!

Utilize examples from

other departments and

communications pros

Establish deadlines that

serve as milestones for

implementation.





Which platforms can you realistically manage?

Channels/Platforms

Email

In-house

Paid: Constant Contact, Mailchimp

Social Media

News Releases

Print Materials (Flyers, Brochures, etc)

Website

Examples

TIP
Ensure your messaging is

consistent across

channels.

All platforms should be

updated BEFORE

distribution.



Fall Housing Recruitment Campaign

Email Video

Postcard

SocialMedia





Start with the longest channel

Edit for Web

Cut down for Social Media

Collect feedback along the way

Is it C.L.E.A.R?

Examples

Just. Get. Started!

Write Your Communications

TIP
Don't overthink it!

Your first draft will need

edits and that's ok.



Is this communication CLEAR?
Comprehension  -  Do I  understand what th is  message is
ask ing me to do? Ex.  How to s ign up to l ive on campus.

Length  -  I s  th is  message too long at f i rst  g lance?

Engaging  -  Does the header grab my attent ion? Are the
formating/colors/design interest ing?

Appropriateness  -  More so re lat ing to COVID-19.  Are there
parts  of  th is  message that need to be updated to match
new protocols?

Relevance  -  Does th is  message contain old or  outdated
information? Is  th is  information valuable to FT ICs? Are the
photos re levant?



Assessing the Effectiveness

What metrics are important to

share concerning how well your

communications are performing?

Metrics

Who is available to provide on-

going feedback about your

communications plan?

Feedback



What do you want to accomplish with your communication plan?

Metrics

Email

Open Rates

Click-Through Rates

Social Media

Engagement

Insights

Print

QR Codes

Examples

TIP
Use the built-in metric

system of whatever

platform you're utilizing.

Most have one and they

are usually very user-

friendly!









Who is available to provide on-going feedback about your

communications plan?

Feedback

Focus Groups

Current audience

Prospective Audience

Team Members

Survey

Communication Preferences

Examples

TIP
Ask people if they're

signed up for your

communications!

Provide incentives for

participation.



Takeaways - Do's

Consult with the subject matter experts 

Mimic organizations/businesses/departments who are

doing it well 

Be Flexible 

Double check your grammar and hyperlinks 



Takeaways - Dont's

Put off creating a plan until there is an emergency

Neglect audience feedback or patterns

Forget to inform your team about what is being distributed

Wait to make adjustments



Questions?


