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DIGITAL COMMUNICATIONS MANAGER 
JOB DESCRIPTION 
BASIC INFORMATION 

Place of Performance: Seattle, Washington 

Supervisor: Deputy Chief Communications Officer 

Direct Reports: None 

Status: Full Time, Exempt, Currently WFH due to COVID-19 

Travel Requirements: Occasional local and statewide travel 

Salary Range: $68,000-$80,000 

WHO WE ARE 
 
WA Charters knows that communities of color, immigrant and refugee communities, low-income communities, and 
individuals living with disabilities disproportionately shoulder the burden of the impacts of inequitable access to high-
quality public schools. Working for and in partnership with impacted communities is a critical priority of our school 
services, policy, advocacy, communications, school incubation, and engagement work to support charter public 
school communities at every stage of their development. By doing so, we believe that high-quality charter public 
schools will be a lever to improve educational outcomes across charter and traditional schools for all students. 
 
Washington is the 42nd state to open its public education system to charter schools and the charter school law puts a 
strong emphasis on ensuring that its charters are high-quality options for students that don’t have access to them 
currently. The Washington State Charter Schools Association (WA Charters) is a non-profit organization that advocates 
for and develops high-quality charter public schools that meet the needs of systemically underserved students. 
 
Learn more about our mission, vision, and work at www.wacharters.org.  

POSITION OVERVIEW 
 
While the primary focus of the Digital Communications Manager is managing and populating content across the 
organization’s digital communications channels, all positions at WA Charters contribute to our broader goal of 
advancing equity in Washington State’s public schools. 
 
The Digital Communications Manager (DCM) plays an important role in helping the organization achieve its mission 
and vision by increasing awareness and support for high-quality charter public schools in Washington state. The 
DCM’s primary functions include managing and maintaining the organization’s website, social media, paid digital 
awareness campaign, and email platforms; and creating and disseminating high-quality, branded content, including 
but not limited to: blog posts, email and paid digital campaign content, videos, infographics, and digital training 
resources for member schools.  
 
The DCM is relied upon for both technical expertise in digital media as well as excellent writing and communication 
skills, as they are responsible for producing compelling stories infused with data and tested messaging, while also 
effectively targeting and optimizing content to ensure our content reaches and engages key audiences. The DCM will 
mine stories that highlight success and transformation in the state’s charter public schools and dispel negative 
perceptions that the public may have about charter public schools. The DCM is relied upon to represent the 
organization’s brand and messaging with integrity across all platforms that they manage. 
 
A typical day for the DCM may involve several of the following tasks: perusing member school and other relevant 
social media feeds for content to share; monitoring and making adjustments to optimize our ongoing paid awareness 
campaign; generating fresh, high-quality content for the organization’s social media channels, email campaigns, and 
marketing materials; interviewing and capturing videos of students, teachers, and parents on site at charter schools; 
and responding to ad hoc website and digital media requests. 
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This position will report directly to the Deputy Chief Communications Officer and will execute against the organization’s 
strategic communications and marketing plan. The DCM will collaborate with the Policy and Advocacy team to support 
the organization’s policy and advocacy goals through smart communications that are responsive to our policy agenda? 
and political climate and will support the organization’s fund development team with donor email campaigns. The DCM 
will also participate on event planning teams to ensure high-quality communications and marketing and programming for 
special events (e.g. annual fundraisers and convenings). Additionally, under the supervision of the Deputy Chief 
Communications Officer, the DCM may manage external vendor relationships (e.g. videographers, photographers, 
graphic designers).   

KEY RESPONSIBILITIES  

GENERATE CONTENT: 30% 
• Grow the organization’s video and photo content library: Capture and produce high-quality, compelling video 

and images for social media featuring charter school communities and key facts and messages about 
Washington’s charter public schools 

• Write captivating blog posts (bi-weekly) and social media posts (daily) using a tone of joy, rigor, and equity that 
reflects the organization’s brand and commitment to high-quality, innovative, equity-driven charter public 
schools 

• Synthesize data and messaging to create compelling dynamic and static infographics that are consistent with 
organization’s core messaging, mission, and brand guidelines 

• Conduct and transcribe interviews with students, parents, teachers, and other stakeholders and produce 
powerful blog profiles and story pitches; publish final content on website and other channels 

• Update and create digital resources and collateral materials for staff departments, member schools, and 
stakeholders (e.g. fact sheets for legislators and advocates, slide decks for trainings or engagement activities) 

• Craft email content for external communications, including but not limited to: newsletters, event marketing, 
donor emails, and advocacy campaigns 

MANAGE DIGITAL MEDIA PLATFORMS: 25% 
• Manage and maintain organization’s website and member dashboard on WordPress 
• Manage and maintain social media channels: share high-quality content across the organization’s social media 

channels, including Facebook, Instagram, Twitter, LinkedIn, Google, and YouTube to grow followers and 
positive engagement levels 

• Manage and help grow the organization’s email list, maintain the organization’s email database, and execute 
email campaigns using MailChimp, NationBuilder, etc. 

MANAGE PAID AWARENESS CAMPAIGN: 20% 
• Monitor performance of paid digital awareness campaign ads across several channels (Facebook, Instagram, 

Twitter, YouTube and Google Search and Display) and make regular adjustments to optimize campaign 
performance 

• Update existing ads and generate new ad content that is responsive to audience trends and annual polling 
data 

• Under supervision of Deputy Chief Communications Officer, manage monthly budget for awareness campaign 
• Provide weekly summary of awareness campaign performance to Deputy Chief Communications Officer and 

CEO 

TECHNICAL ASSISTANCE: 15% 
• Copy-edit and format documents for external use following organizaton’s brand guidelines 
• Collaborate with WA Charters colleagues to support member schools with communications-related needs (e.g. 

letters of support, press releases) 
• Support member schools to increase their digital capacity (e.g. reviewing a school’s website and making 

recommendations; co-leading occasional trainings for new schools on best practices for social media)  

EVENT PLANNING AND MANAGEMENT: 10% 
• Under supervision of Deputy Chief Communications Officer, collaborate with Fund Development and other 

teams to plan and execute in-person and virtual events  
• Provide additional support across the organization by leading and participating in additional projects as 

needed. 
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WHO YOU ARE 
 
WA Charters is seeking a team member that has the following essential skills and experiences: 
 

• Bachelor's degree or equivalent professional training in Marketing, Business, or Communications 
• 3+ years of communications, digital marketing, social media, or PR experience, with passion and expertise for 

digital communications 
• A strong personal and professional commitment to diversity, equity, and inclusion 
• High standard of professional behavior at all times  
• Willingness to share own ideas amongst staff, stakeholders, and board members 
• Excited by prospect of creating a continuously improving  program, at times working independently and at 

others with a team 
• Valid Washington Driver’s License and proof of minimum state required insurance (nice to have but not 

required) 
• Expertise in Word Press; experience managing and maintaining websites 
• Excellent writing and communication skills, and a passion for storytelling  
• Highly proficient at managing email databases and services (e.g. MailChimp, Little Green Light, NationBuilder) 
• Experience with digital advertising, marketing, and/or branding 
• Proficient (or, if not yet proficient, willing to learn) in infographic creation (both dynamic and static infographics)  
• Knowledgeable about and experienced in executing paid campaigns on Facebook and Google platforms 
• Exhibits curiosity and a growth mindset by staying up-to-date on latest trends and best practices for social 

media, digital advertising, audience targeting, analytics, etc. 
• Passion for educating and persuading the public about an issue that is politically fraught and often 

misunderstood 
• Expert level skills in Microsoft Word and PowerPoint 
• Highly proficient on design programs – e.g. Adobe InDesign and Photoshop 
• Willingness to receive and give feedback to improve work product, communication, and ensure a healthy team 

culture 
• Ability to juggle multiple priorities and manage time accordingly 
• Ability and desire to thrive in a fast-paced, at times unpredictable, environment  

 

WORK ENVIRONMENT 

Currently, due to COVID-19, WA Charters’ employees are working from home until January 2021 or later. 

When we return to office in downtown Seattle, the work environment includes the following: 

• Open office workspace, with frequent sitting, occasional standing and/or walking and urban noise 
• Frequent computer use 
• Moderate local travel outside of the office, driving own vehicle or public transit; regular travel in the Puget 

Sound Region; occasional travel to Central and Eastern WA 
• Occasionally lift/carry up to 25 pounds 
• Occasionally push/pull up to 25 pounds 
• Note: WA Charters will make accommodations where necessary 

 

WHAT WE OFFER 
 

• A chance to transform Washington education 
• A passionate, fun, fast-moving, and collaborative team 
• Salary range $68,000-$80,000, depending on experience 
• Medical, dental, vision, and Rx benefits; long- and short-term disability; and life insurance (details provided 

upon request) 
• 401(k) Plan with an employer match 
• PTO days and paid federal holidays 
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HIRING PROCESS 
 

• To apply, please send a cover letter and resume to info@wacharters.org with the subject line “Digital 
Communications Manager Application”; in your cover letter please discuss your experience with diversity, 
equity, and inclusion in the workplace and working with teams  

• The position will remain open until filled; however, anyone interested in the position is encouraged to apply 
early in the process, as the preferred start date is November 30 or earlier 

• If your skills are a match, we will contact you to schedule a phone interview, followed by a virtual interview with 
members of our team 
 

EQUAL OPPORTUNITY EMPLOYER  
 

WA Charters is an equal opportunity employer. We will not discriminate and will take affirmative action measures to 
ensure against discrimination in employment, recruitment, advertisements for employment, compensation, termination, 
upgrading, promotions, and other conditions of employment against any employee or job applicant on the bases of 
race, color, gender, national origin, age, religion, creed, disability, veteran's status, sexual orientation, gender identity 
or gender expression. 
 


