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Freestore Foodbank 

Position Description Form  
   

Staff:                               Volunteer/Intern:  
 

Position Title: Communications Specialist FLSA Status: Exempt 
Division: Administration Department:  Development 
Reports To: Director of Development Operations Work Schedule:    Weekdays; 9-5 or equivalent; 

occasional other hours 
Job Level:  Employment Status: FT EEOC Category 2-Professionals 
Funding Source: Unrestricted Dept. Code 21000 
 
ESSENTIAL FUNCTIONS:  The Communications Specialist will provide a broad range of communications support 
to the organization. The position reports to the Director of Development Operations and works collaboratively with 
staff, volunteers and vendors to develop communications and marketing output aligned with and advancing the 
Freestore Foodbank’s brand and mission. 
 
 Est.  % 

of Time 
Frequenc
y 

Description 

1. 30% Ongoing Coordination and support 
Coordinate internal and external communications to advance Freestore Foodbank 
brand among donors, partners, potential partners, clients, staff and other 
stakeholders.  
Work with the Director of Development Operations and Communications team to 
refine and advance the Freestore Foodbank brand through all communications 
channels. 
Coordinate with Freestore Foodbank management and departments to establish 
priorities and meet communications goals.  
Build and execute social media strategy through competitive research, platform 
determination, benchmarking, messaging and audience identification. 
Create editorial calendars and syndication schedules 
Support internal communications needs via intranet and other tools to be determined 
such as yammer, skype for office, etc. 
 

2. 45% Ongoing Content: research, develop, write, edit, publish 
Develop communications pieces to meet fundraising, marketing and advocacy goals 
for the department and agency, including research, writing, layout, publication and/or 
printing. 
Generate, edit, publish and share daily content (original text, images, video or HTML) 
that builds meaningful connections and encourages community members to take 
action. 
Research, write and post content for social media, e-newsletters, newsletters, direct 
mail, external media requests and other uses in order to achieve the goal of the 
publication.  
Contribute to content of web site, intranet, blogs, portals and new technologies. 
Continuously improve by capturing and analyzing the appropriate social data/metrics, 
insights and best practices, and then acting on the information. 
Assist with quarterly newsletter, edit the content, direct the layout and ensure that 
deadlines are met.  
 

3. 10% Ongoing Coordinate Speakers Bureau engagements and develop presentations customized to 
specific audiences. Recruit, assess and develop internal and volunteer speakers and 
maintain a high quality program that advances the brand and mission of the Freestore 
Foodbank. 
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AGENCY PREFERRED QUALIFICATIONS: 

 A Bachelor’s degree in related area or experience in professional marketing communications. Ability to use 
strong oral and written communication skills to clearly articulate Freestore Foodbank mission, vision and 
brand, and to build positive relationships with all Freestore Foodbank audiences. Excellent organizational 
and time management skills, and well-versed in discovering new communications channels. 

 
Additional Responsibilities Include:  

 Strong project management and creative thinking abilities 
 Fluency in Microsoft Office and basic web software, PowerPoint and other presentation software 
 Experience in developing communication programs  
 Proven working experience in social media or related field 
 Demonstrable social networking experience and social analytics tools knowledge 
 Requires nights and weekend availability. 
 Ability and experience in tracking and analyzing results, research and execute new communications tools. 
 Experience in handling public inquiries for agency  
 Ability to write excellently and communicate convincingly to make people understand and believe in the 

mission of the Freestore Foodbank 
 Strong knowledge of web design, web development, CRO and SEO 
 Able to work well independently and as part of a team 
 Proven experience in writing and editing various communications materials, such as brochures and other 

documents that target a variety of external audiences including donors, member agencies, volunteers, 
community partners and other customers basic web software, PowerPoint and other presentation software. 
 

 
PHYSICAL REQUIREMENTS/MENTAL PROCESSES:  
 Hearing, sitting, talking, analyzing, differentiating, identifying, and problem solving. 
 
WORK ENVIRONMENT:  
 Residential area, office environment. 
 
Position requires a valid Driver’s license and automobile insurance. Yes X  No        
       
Position is authorized to transport clients . Yes        No X  
       
Position (Grant) is BCII or FBI compliant. Yes    No X  
 
All the above duties and responsibilities are essential job functions.  All job requirements listed indicate the minimum level 
of knowledge, skills, and/or ability deemed necessary to perform the job proficiently.  This job description is not to be 
construed as an exhaustive statement of duties, responsibilities or requirements.  Employees may be required to perform 
any other job-related instructions as requested by their supervisor, subject to reasonable accommodations. 
 
I have read the above job description and fully understand my responsibilities. 
 
Print Name:   
 
Signature:  Date:  
 
This revised job description supersedes all other job descriptions prior to:  August 15, 2015 
   
 

4. 10% Ongoing Support the marketing efforts and communications needs of fundraising events, 
annual meeting and ad hoc events.  

OTHER DUTIES AND RESPONSIBILITIES: 
 
5. 5% Periodic Serve as liaison with Human Resources to assist employee communications efforts. 

Serve on interdepartmental committees and manage such projects as needed. 

To Apply: Email your resume and salary requirements to:   
Mick Clay, Director of Development Operations 
mclay@freestorefoodbank.org

NO PHONE CALLS PLEASE

The Freestore Foodbank is an Equal Opportunity Employer and complies with 
all laws enforced by the Equal Employment Opportunity Commission which  
include  the  Civil  Rights Act of  1964,  the Age  Discrimination  in  Employ-
ment Act  of  1967,  the Americans  with  Disabilities Act  of  1990,  and  other 
applicable employment laws, and will not unlawfully discriminate because of 
age, color, disability, genetic information, national origin, race, religion, or sex 
in any term, condition, privilege or employment policies and practices.


