Job Description

Title of Position
Communications Manager
Reports to:
Director of Resource Development

Position Summary:  
The Manager of Communications is responsible for:  
1) Creating and coordinating all the written communication to include newsletters, annual reports, and assistance with written appeals 

2) Creating content for all on-line forms of communication, 

3) Assisting with special events collateral material, and 
4) Ensure that branding standards of the organization all followed.  

I. Printed written communications:
A. Create content for two written newsletters, one in the Spring and one in the Fall.  Development team will identify stories for the layout and help to identify photos and work with Communications Manager to produce.

      B.
      Create content for annual report with assistance from Development 


      team.

      C.  
      Write four (4) client stories to be used for written appeals.  Create


      file of client stories to be used for media kit, media releases,


      newsletters, etc.

      D.        Write materials for collateral brochures as needed.  Target audiences


      may vary from potential donors,  potential clients or volunteer groups.

   II.
     On-line communications


     A.
     Write web content and keep updated


     B.
      Create content for a monthly on-line newsletter linked to website.  

 
     C.         Create content on a daily basis for Face Book


     D.         Create email blasts in coordination with special events/other


     E.          Create welcome packet and donor cultivation series for different 



       entry point in conjunction with Development team.

      III.
      Special Events 


    A.
     Assist with creating written programs for events


    B.
     Create media releases pre and post event

IV. Other Responsibilities:
    A.          Participate in other staff and Board orientations
    B.         Attend staff meeting as needed

V. Qualifications:
A. Bachelor’s degree 

B. Two years experience in writing 

C. Good organizational, written and verbal communication skills

D. Excellent networking and community outreach skills

E. Ability to work well on a team

