
 

 
 

Interim Communications Director 
Scope of Work 

 
 
Title: Interim Communications Director 
Reports to: Founder/President 
Job Type: Contract, up to 40 hours/week 
Location: Oakland/San Francisco Bay Area 
  
 
About She the People 
She the People is a national network connecting women of color to transform our democracy. We are 
elevating and amplifying the voices and power of women of color as leaders, political strategists, 
organizers, and voters. She the People is a rapidly growing start-up that is creating an inclusive, 
multiracial coalition driving a new progressive political and cultural era. She the People has an 
ambitious set of goals and plans for 2019, involving place-based and online communications and 
convening (events) that set the organization up to become a go-to resource around the 2020 
Presidential Election and more.  
 
About You 
You believe in elevating the political voice of women of color. You are savvy with media and attuned to 
the sensitivities and nuances of electoral politics. You are expert as assessing the political landscape 
and see opportunities to shape the public narrative in likely and unlikely places. You are creative, 
organized, energetic, proactive flexible, and detail oriented. You thrive in a fast-paced environment and 
have experience being a leader in a start-up and partnering with a visionary founder. You possess a 
deep commitment to our vision of building love, justice, belonging, and democracy in the world. You 
have awesome interpersonal, communication, and leadership skills. You excel in a start-up 
environment and don’t hesitate to roll up your sleeves and jump in to get the work done. Your writing 
and verbal communication skills are excellent, as is your judgment. You have experience crafting and 
leading a communications strategy that changes the game. You are at home at a political fundraiser, 
backstage at a major event, and at home writing. You possess a deep commitment to our vision of 
building love, justice, belonging, and democracy in the world. You are a communications leader. 
 
Job Summary 
The Communications Director will develop and drive She the People’s communications, media 
production, public relations, branding, and messaging. We are looking for a leader who is a 
goal-oriented strategist, enthusiastic storyteller, creative copywriter, meticulous editor, and hardworking 
self-starter. This is an opportunity to work with She the People’s media savvy founder and president, 
and play a key role in growing an organization with an exciting and dynamic work environment. The 
Communications Director will also coordinate a team of expert consultants in the areas of public 
relations, graphic design, social media strategy, and digital content creation. You understand how to 
build a following based on powerful messages, images, influencers, and relationships. You are attuned 
to how to get a message in front of a wide range of people of varying ages, regions, races, and 
languages. You can pick up the phone and call a reporter, editor, or source to get the job done. The 
most immediate work is to put a strategy and infrastructure into place to support the nation’s first 
presidential forum focused on women of color. Later, the role will transition to a full-time leadership 
position focused on building on the success of the presidential forum. 
 

 

https://www.shethepeople.org/home


 
 
 

Job Duties and Responsibilities  
● Develop and execute digital communications and marketing strategies that support She the 

People’s four pillars of work: 1) Shaping the News; 2) Producing Media; 3) Building a Following; 
and 4) Convening Women of Color 

● Oversee and develop She the People’s full communications strategy and its implementation, 
including alignment between digital, media, and public relations strategies, organizational 
priorities, and topline goals 

● Coordinate with all communications consultants including: Social Media Consultant, Digital 
Content Developer, Graphic Designer, and Public Relations firm 

● Proactively adjust communications and strategy to real-time news and work with the She the 
People team to keep all communications relevant to the news cycle  

● Oversee and coordinate a strong digital program, intended to build influence and the advance 
message and leadership of the organization 

● Develop She the People’s “voice” on its different communication platforms 
● Serve as an organizational “traffic cop” of all content output - help avoid traffic jams while 

encouraging cross-pollination of activities - and take responsibility for all final communications 
● Source, create, or curate content for print and digital media assets, including event collateral 
● Conceptualize, supervise, and contribute to the design and production of collateral, op-eds, 

toolkits, and digital assets 
● Initiate and support public relations efforts in partnership with our PR Firm and/or pitcher (i.e. 

generate pitches, create press releases, cultivate media relationships, prep staff for media 
appearances, provide on-site event media support, respond to media inquiries and photo 
requests, etc.) 

● Oversee comprehensive reporting for all communication aspects of the organization, including 
for media metric reporting, sponsorship reports, board reports, etc. 

● Maintain the organization’s photo and video resources, including tagging/cataloguing images 
● Maintain and grow the organization’s reporter/media list and relationships 
● Hire and supervise photographers/videographers for events and programs as needed, and fulfill 

external and internal photo requests promptly 
● Evaluate, fine-tune, and evolve marketing and communications efforts on an ongoing basis 

based on the latest strategies, best practices, and tools available 
● Coordinate polling and other research activities 

 
Skills and Abilities 

● Proven track record developing and implementing results-oriented communication strategies for 
a variety of businesses, stakeholders, and public and private client audiences; leading teams of 
varying size and expertise; developing key messages for print and web/social media-based 
materials for a variety of activities/events; and building successful relationships with press 

● Excellent attention to detail and accuracy, time management, ability to meet deadlines, and 
responsibility prioritization 

● Capacity to flourish in a fast-paced environment, enthusiasm for taking initiative and problem 
solving, and eagerness to preemptively meet the organization’s needs 

● Strong media relationships, experience getting stories placed or working on background 
● Knowledge of and passion for shaping the national political conversation 
● Superb interpersonal skills, including the ability to build relationships with internal and external 

colleagues 
● Strong written and verbal communication skills, including by phone, email, and other 

professional documents 
● A high level of professionalism, excellent judgment, and ability to exercise confidentiality 
● Access to a personal computer, printer, and phone to perform job requirements remotely 

 



 
 
 

● Ability to attend weekly in-person meetings in the San Francisco Bay Area  
● Availability during regular business hours, and flexibility during evenings and weekends as 

needed to prepare for and attend events 
 
Education and Experience  

● 7+ years of communications and/or press experience 
● Project management experience, including developing and managing scopes of work and 

budgets. 
● Bachelor’s degree 
● Tech and digital savvy, including proficiency in Microsoft Office Suite and Google Applications, 

and familiarity with Salesforce preferred 
 
To Apply 
Please email a brief cover letter, your resume and a sample press release or an OpEd you wrote or 
ghost wrote to jobs@shethepeople.org. Please put “[Your Name] - Interim Communications Director” in 
the email subject line. 
  
In your application, please indicate how you learned about the opening and provide three professional 
references (including a past supervisor) and the date you would be available to begin work. Generic 
cover letters will not be reviewed. 
  
  
She the People, fiscally sponsored by PowerPAC.org, is committed to diversity and practicing equal 
opportunity employment in recruiting and hiring. Qualified candidates of all backgrounds are 
encouraged to apply. 
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