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Program Description: 

The Communications/Outreach Division is charged with presenting the agency in a 

positive manner to outside organizations, individuals, and potential corporate donors. 

The department manages marketing materials, social media interactions, public and 

media relations, and the agency website and newsletter; while monitoring agency 

branding and consistent messaging.  

 

Scope of Work: 

The Communications/Outreach Division is charged with presenting the agency in a 

positive manner to outside organizations, individuals, and potential corporate donors. 

The department manages marketing materials, social media interactions, public and 

media relations, and the agency website and newsletter; while monitoring agency 

branding and consistent messaging.  

The Marketing Specialist reports to the Community Engagement Director and is 

responsible for representing the agency through a variety of communications media, 

primarily with printed collateral and websites, but must also be able to perform as 

needed for e-newsletter, eblasts, and on all other social media platforms.  

This position contributes to various marketing projects for the agency and requires 

advanced analytical, prioritization, organizational, project management skills, and 

flexibility.  Advanced familiarity with digital communications technology and software, 

professional-level graphics layout skills, and superior writing/editing/proofing skills are 

also required. 

The Marketing Specialist works and collaborates closely with the Community 

Engagement team, including the Community Engagement Director and the 

Communications Specialist. 

This position may be called upon to represent and supervise the department in the 

absence, and at the request, of the Community Engagement Director. 

This is a 30 hour per week position located in the Walnut Creek office at 1300 Civic 

Drive, requiring flexibility and occasional travel for meetings. 

 

Duties and Responsibilities: 

Fulfill all duties as they relate to the position, including but not limited to: 

 Contribute to marketing projects of various nature from inception to completion. 

 Act as marketing vendor liaison for the agency. 

 Quote and present various options for budget and strategic goal purposes to 

project stakeholders. 

 Adhere to branding and messaging guidelines per internal and external 

requirements. 
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 Creation, editing and printing of various marketing collateral, e.g., flyers, 

business cards, brochures, Annual Report, event promotional materials, etc. 

 Update the agency website, including navigation strategy, page placement, page 

content (text and imagery), and continuing updates. 

 Make suggestions for website upkeep and improvement. 

 Provide final approval of all marketing materials, printed and electronic, prior to 

submission to the Community Engagement Director. 

 Maintain competency of Communications Specialist duties in event of personnel 

absence. 

 

Qualifications: 

This position requires the following: 

 Bachelor’s Degree in business, marketing, or related field preferred. 

 Ability to work with diverse populations, demonstrating cultural competency and 

community awareness. 

 Commitment to distributing a strong brand through consistency of visual and 

text messaging that reinforces the local and national communication strategies. 

 Strong command and knowledge of Microsoft Office and ease in adaptation to 

new technology. 

 Advanced layout skills and advanced capabilities with Adobe InDesign and other 

layout software options. 

 Photo manipulation capabilities utilizing Adobe Photoshop or similar software. 

 Experience with CRM, funding and event planning software. 

 Proficiency in presenting and reporting various information (scheduling, 

budgets, project plans, etc.) in a logical and concise way so that other managers 

and stakeholders can make accurate, informed decisions. 

 Ability to work a flexible schedule. 

 Proven track record with deadlines, prioritization, and time management. 

 Excellent communication and organizational skills. 

 Excellent writing, editing, and proofing skills. 

 Manual typing/data entry.  

 Ability to lift 15 pounds. 

 Bilingual preferred.  

 Valid CA Driver’s License, proof of car insurance and reliable transportation.  

 A smart phone.  

 Background check clearance.  

 
Benefits: 

Benefits include healthcare contribution, retirement contribution, paid time off, 

mileage reimbursement, and holidays. 

 

 

Interested, Qualified Candidates   

Send cover letter and resume (PDF format ONLY) via email to: 

Susannah Meyer 

Community Engagement Director 

smeyer@mowdr.org 

http://www.mowdiabloregion.org/

