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Job Opportunity 

Associate Director of Communications 

Job Title:  Associate Director of Communications 

Employment Classification:  Exempt 

Work Hours:  Flexible 9-5, M-F with occasional evenings and weekends 

Location:  Morningside Heights—Manhattan  

Reports to:  Director of Development & Communications   

Supervises:  Consultants and interns as needed 

 

About College & Community Fellowship 

College & Community Fellowship (CCF) is a non-profit organization whose mission is to enable women 

with criminal convictions to earn their college degrees so that they, their families, and their communities 

can thrive. We advocate for equity and opportunity for the communities we serve.  

Job Summary 

The Associate Director of Communications (ADC) oversees CCF’s work communications. The ADC reports 

to the Director of Development & Communications (DDC) and works closely with the Director of 

Programs, Director of Policy & Advocacy, and Associate Directors of other programs. The ADC will 

supervise the work of interns and consultants as needed. 

The ADC is responsible for collaborating with the DDC to develop and implement a strategy for all CCF 

communications, primarily our visibility through new and traditional media opportunities, op-ed 

placements, and a strong social media presence. Through a strong, comprehensive communications 

strategy, the ADC will help support CCF’s national and local policy work, our direct services for women in 

NYC, and our national technical assistance program, THRIVE. The ADC is accountable for CCF’s visibility 

through speaking engagements, public appearances, and media opportunities. 

The ADC’s role in communications is on a high level, based on implementing a communications strategy 

that the ADC themselves will have a part in developing. The ADC will help create relationships and 

partnerships, ensure CCF’s visibility through strategic media opportunities, and manage social media.  

 

Duties and Responsibilities: 

Collaborate with the DDC to develop organization-wide strategy for internal and external 

communications, which considers multiple types of stakeholders and goals to advance CCF’s national 

visibility, program and policy priorities, and sustainability; work with supervisor, co-workers, and interns 

and consultants to carry out strategy. 
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 Internal Communications 

 Ensure consistent branding across materials representing CCF (Senior Advisor assists), 

including materials review and coaching of staff on standards 

 Work with Senior Advisor on website updates 

 

 External Communications 

 Actively seek out and land opportunities through media hits in new and traditional media 

sources: this includes interviews of CCF staff and/or media-trained students or other CCF 

community members; pitching to journalists; preparing interviewees for conversations 

with journalists; providing additional information to journalists  

 Actively seek out and land opportunities for CCF spokespeople, including the Executive 

Director, to speak publicly about our work at high-profile conferences, public events, 

convenings, and other appropriate venues 

 Create and implement a multi-session Media Training Program for CCF students, 

including curriculum development, participant recruitment, and facilitation  

 Manage social media presence on Facebook, Twitter, and Instagram and develop 

relevant strategies (DDC collaborates) 

 Manage responses to the news cycle through press statements; manage attention to CCF 

events through press releases (Director of Policy and Advocacy assists) 

 Maintain communication with larger CCF community through MailChimp email blasts: 

this includes a quarterly newsletter, emails about upcoming events, emails releasing 

press responses/releases, etc. (DDC and Senior Advisor assist) 

 Collaborate with the DDC and Senior Advisor in writing annual report covering all CCF 

program areas, updates on work, events, donor acknowledgement, etc. (ADC and Senior 

Advisor assist; graphic designer may be hired as consultant) 

 Represent CCF effectively in public settings, including media opportunities, speaking 

engagements, conferences, meetings, etc. 

 

 Other Duties as Assigned 

 

Core Competencies/Qualifications:  

 4-6 years’ professional experience in communications, including experience in PR and social 
media 

 Superior writing skills with the ability to synthesize complex information into compelling written 
materials 

 Excellent verbal communication skills including public speaking, with the ability to craft messages 
that resonate with multiple audiences 

 Ability to thrive and learn in a fast-paced environment, comfort in a growth-oriented and 
changing setting 

 Able to work simultaneously on a number of projects 

 Ability and willingness to participate in occasional out-of-town travel and events outside 
traditional work hours 
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 Flexible, self-directed and highly-organized, with the ability to adjust to changing organizational 
priorities 

 Ability to work independently and cooperatively with colleagues 

 Effective relationship-building skills with both internal and external stakeholders 

 Demonstrated commitment to social justice and passion for CCF’s mission 

 Superior computer skills and willingness to learn and use new technology, with experience in 
website maintenance a plus 

 Working knowledge of the criminal justice system beneficial 

 Some knowledge of public policy, coalitions, and grassroots organizing a plus 
 

Salary:  Commensurate with qualifications and experience.  Excellent benefit package. 

CCF is an EEOC employer. CCF does not discriminate on the basis of criminal justice status. 

 

To apply: Email jobs@collegeandcommunity.org with this job title and your last name in the subject line. 

Please include a cover letter that includes the salary range you are seeking, and your resume.  

mailto:jobs@collegeandcommunity.org

