
 
Director of Marketing/Communications/P.R. 
 
Reports To:  Executive Director 
Status:  Exempt 
 
Job Summary 
Responsible for planning, development and implementation of the Organization’s marketing strategies, 
marketing creative, marketing communications, and public relations activities, both external and 
internal. Oversees development and implementation of support in marketing, communications, and 
public relations. Directs the efforts of the marketing, communications, and public relations 
vendors. Coordinates at the strategic and tactical levels with the other functions of the 
Organization. 
 
Primary Relationships 
The position reports to the Executive Director and serves as a member of the senior management team. 
This position participates with the Board of Directors, Executive Director and other management staff 
in charting the direction of the Organization, assuring its accountability to all constituencies, and 
ensuring its effective operation. 
Within the Organization, the position has primary working relationships with the Executive 
Director, senior management team, staff,  and the service providers. 
 
Principle Accountabilities 
Marketing, communications, and public relations 

1. Responsible for creating, implementing, and measuring the success of: 
• a marketing, communications and public relations program that will enhance the 

Organization’s image and position within the marketplace and the public, and facilitate 
internal and external communications; and, 

• all Organization marketing, communications and public relations activities and materials 
including websites, social media sites (Facebook, LinkedIn, Instagram, and job search 
sites,) e-Marketing, publications, and thrift store. 

2. Ensure articulation of Organization’s desired image and position, assure consistent 
communication of image and position throughout the Organization, and assure 
communication of image and position to all constituencies, both internal and external. 

3. Responsible for direction, design, production, and distribution of all Organization publications. 
4. Responsible for design of publications, marketing materials including Save-The-Dates, 

invitations, postcards, program books, posters, banners, Sponsor Packets, Donor/Auction Packets, 
print and online ads, appeals, as well as any outside vendors when items are not being created in-
house. 

5. Responsible for creation of event themes (Boat Bash, Love Run, UDE, etc.) 
6. Ensure regular contact with target media Acorn, VC Star, 805 Magazine, CV Lifestyle, 

North Ranch, Westlake, Sherwood Magazines, Simi and Moorpark publications, service 
organizations, places of faith, government entities and other organizations for the purpose 
of marketing and communications. 

7. Coordinate the appearance of Organization’s print and electronic materials such as 
letterhead, use of logo, use of images, brochures, etc. 
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8. Develop and coordinate technical assistance and resource materials to assist departments in the 
marketing, communications and positioning of their activities. 

9. Ensure that the Organization regularly conducts relevant market research and coordinate and 
oversee this activity. Monitor trends. 

10. Leads projects as assigned, such as cause-related marketing and marketing of special events. 
11. Leads oversight of Thrift Store and it’s marketing, sales and operations. 

 
Planning and budgeting 

1. Responsible for the achievement of marketing/communications/public relations mission, goals and 
financial objectives. Ensure that evaluation systems are in place related to these goals and 
objectives and report progress to the Executive Director and Board. 

 
2. Recommend short- and long-term Organization goals and objectives a l o n g  w i t h  r e s t  o f  

m a n a g e m e n t  t e a m  to the Executive Director. 
3. Develop, implement and monitor systems and procedures necessary to the smooth operation 

of the marketing/communications/public relations function. 
4. Keep informed of developments in the fields of marketing, communications and public relations, not-

for-profit management and governance, [and the specific business of the Organization and use this 
information to help the Organization operate with initiative and innovation. 
 

Organizational strategy 

1. Work with senior staff, other staff and volunteers to: 
• develop and maintain a strategic perspective -- based on marketplace and constituent 

needs and satisfaction -- in organizational direction, program and services, and 
decision-making; and, 

• ensure the overall health and vitality of the Organization. 
2. Act as an internal consultant to bring attention and solutions to institutional priorities. 

 
Managing 
1. Attend Board of Directors meetings, take minutes of meeting, prepare and distribute 

minutes.  Maintain up to date database of past meeting materials. Prepare Board Orientation 
Books.  Prepare Board Rosters.  Maintain Board Attendance. Act as point of contract for 
Board members as needed.  

2. Act as primary inside contact to Love Run Race Director and their team.  Assist Race 
Director as needed including communications between Core Team Members, obtaining 
signatures, and sending documents/permit/applications, approving requests, and/or obtaining 
approval from President, making updates/changes to race software. Primary communications 
and contact with Team Captains and Fundraisers and assist Director of Development in 
communications with vendors and sponsors as needed. Promote Love Run by manning 
booths at community races, Adventure Runs and Health and Wellness Expos. 

3. Effectively enable volunteers and staff so they can act on behalf of the Organization by: 
a) transmitting the Organization’s values, vision and direction; 
b) engaging people in the meaning of the Organization; 
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Qualifications 
Required: 
• Demonstrated skills, knowledge and experience in the design and execution of marketing, 

communications and public relations activities. 
• Strong creative, strategic, analytical, organizational and personal sales skills. 
• Experience developing and managing budgets 
• writing press releases, making presentations. 
• Experience overseeing the design and production of print materials and publications. 
• Computer literacy in word processing, data base management and page layout. 
• Commitment to working with shared leadership and in cross-functional teams. 
• Strong oral and written communications skills. 
• Ability to manage multiple projects at a time. 
• Special event work and representation at promotional booths is required 

 
Other: 
• Minimum of 5 years experience in marketing, communications or public relations with 

demonstrated success, preferably in the not-for-profit or association sector. 
• Bachelors degree in journalism, marketing, public relations preferred. Graduate degree in a 

related field is desirable. 
• Experience working with volunteers is desirable. 

 
 

Certificates, Licenses, Registrations: 
1. Valid California Driver’s License.  
2. Must pass a medical examination, including a drug and alcohol test, prior to commencing work.  
The test will also include a test for tuberculosis, performed by or under the supervision of a physician 
not more than one year prior to or seven days after employment.  
3. Prior to commencing work, the employee shall sign and submit to a Criminal Record Clearance 
Form, which would also include fingerprinting.  
4. Prior to commencing work, the employee must pass drug and alcohol testing.  After commencing 
work, the employee must submit to reasonable suspicion drug and alcohol testing.  
    

Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 
While performing the duties of this job, the employee is regularly required to stand; use hands, handle, 
or feel and talk or hear. The employee is frequently required to reach with hands and arms and taste 
and smell. The employee is required to walk, sit, and occasionally required to stoop, kneel, or crouch. 
The employee is must occasionally lift and/or move up to 50 pounds and must pass a 50 pound lift 
requirement. Specific vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision, depth perception and ability to adjust focus. 
 
Work Environment:  
The work environment characteristics described here are representative of those that an employee 
encounters while performing their essential duties and functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. The noise level in the work environment is usually moderate.  
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All employees, regardless of position, serve as role models for children, adolescents, adults, families, 
and the community who are provided services by Senior Concerns. Therefore, each employee must at 
all times be emotionally stable and able to function effectively with Senior Concerns’ culturally 
diverse employees as well as the community. The staff must be able to demonstrate appropriate daily 
behavior, appropriate expression of emotions, as well as appropriate role modeling. Hostility, 
aggression and unnecessary or inappropriate physical actions and any form of harassment (see 
Personnel Manual) as well as inappropriate emotional expressions will not be accepted. 
 

I have read the responsibilities of my position and understand the evaluation criteria 
that will be used as a measure of my performance. 

_______________________________________________________________________ 
Employee’s Name (Printed) 
 

_______________________________________________________________________ 
Employee’s Signature     Date 
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