
 

Communications Manager 

 

Reports to: Director of Community Programs and External Relations 

Compensation: low to mid $50’s DOE 

Job Summary: The Communications Manager is an integral member of the CHH staff, who develops and 

implements the organizational communications and marketing plan. This position collaborates closely 

with fundraising staff, program staff, the CEO and others to raise awareness and support for Capitol Hill 

Housing across multiple audiences and marketing channels. 

Duties and Responsibilities: 

COMMUNICATIONS: 

Develop and manage annual communications plan 

Manage development and production of all marketing collateral and other communications materials, 

including the annual report and promotional items; collaborate with outside designers 

Manage development and maintenance of www.capitolhillhousing.org and related websites, including 

www.capitolhillecodistrict.org, manage presence on third party websites; collaborate with IT 

department and outside vendors 

Produce and edit electronic communications, e.g., e-newsletter 

Maintain and expand social media strategy 

Manage CHH brand 

Develop and track specific goals and metrics for website, mass email, social media 

Lead marketing and communications activities around all major events – fundraisers, grand openings 

and community events 

Lead on online/social media based fundraising campaigns 

Work with Leadership team to develop messaging and talking points 

Provide input to fundraising staff on other donor communications 

Provide input to program staff on program-specific external communications 

Oversee resident interviews and photo shoots 

Collaborate with Leadership and Management teams on internal communications 

Collaborate with IT and Admin department on Intranet 

Collaborate with Director of People and Culture on internal communications 

Conduct research and seek training on best practices for nonprofit and industry-specific marketing and 

communications 

Backup Salesforce administrator 

Other duties as assigned 

 

PUBLIC RELATIONS: 

Serve as media contact and spokesperson, field interview requests 

Coordinate interview requests with CHH program staff 
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Write and disseminate press releases 

Maintain and cultivate media contacts 

Adapt our strategies and campaigns to changing press markets 

Maintain listing and archive of CHH-related earned media stories, photos and videos 

Manage media training for leadership team, board and other spokespeople 

 

Minimum Qualifications: 

Four or more years of communications or public relations experience 

A demonstrated track record of successfully managing communications and multiple projects for a 

fast paced organization 

Excellent written and verbal communications skills 

Strong relationship-building and management skills 

Strong organizational and project-management skills 

Ability to self-manage multiple projects and meet complex deadlines 

HTML and/or WordPress proficiency 

Adobe Creative Cloud proficiency 

Bachelor’s degree. Four years of relevant experience may be substituted for a Bachelor’s degree 

 

Preferred Qualifications: 

Communications experience in non-profits, campaigns, or government highly desired 

Must have professional-level experience with online social-media platforms and outlets 

Experience with crisis communications 

Working knowledge of the Puget Sound media landscape 

Current website project management experience 

Drupal preferred 

 

All employees at CHH are employees at will. The job description outlined above is not intended to 

represent an absolute or final list of all elements, activities or duties of the job. The statements above 

are intended to describe the general nature and level of work performed by the person assigned to this 

position. 

 Candidates selected for this position must pass a criminal history background check prior to 

employment with Capitol Hill Housing. Capitol Hill Housing is an Equal Opportunity Employer; all 

qualified candidates will receive consideration for employment without regard to race, color, religion, 

sex or national origin. 

To learn more about our rich benefits package, please visit our website 

http://www.capitolhillhousing.org/about/benefits.php. 

To Apply: Please submit a cover letter and resume when you apply online. 

Apply online at: http://www.capitolhillhousing.org/about/employment.php 

http://www.capitolhillhousing.org/about/benefits.php

