
 
 

 

POSITION ANNOUNCEMENT 
 

Communications Coordinator 
(Part-time, est. 25-30 hours/week) 

 
Teaching for Change, a national social justice-focused education non-profit in Washington D.C., is 

pleased to announce an opening for a Communications Coordinator. 

 

Celebrating its 25
th

 anniversary, Teaching for Change provides teachers and parents with the tools to 

create schools where students learn to read, write, and change the world. Program areas include 

professional development for educators, parent organizing, and publications, including a progressive 

bookstore at Busboys and Poets. Teaching for Change’s programs are nationally recognized and reach 

tens of thousands of teachers, students, and parents each year. 

 

The Communications Coordinator plays a key role in Teaching for Change's external communications, 

public relations, and donor development strategy, and works very closely with the Executive Director, 

Associate Director, Publications Director, and the Communications and Media Associate. The 

Communications Coordinator manages the organizational communications plan, updates web and 

social media content, designs print and online materials, and manages communications-related 

databases and applications. The position requires significant experience with organizational 

communications and PR, strategic thinking, a passion for social justice issues, and culturally 

responsive communication skills to work with a diverse staff, board, and constituency.  

 

RESPONSIBILITIES WILL INCLUDE: 

 Assess, develop, and manage an organizational communications strategy and plan 

 Create, manage and continually update content for external communications tools including 

social media, websites, and print materials 

 Manage communications-related databases and software applications; coordinate with donor 

development databases and software  

 Design messaging and materials for campaigns, events, program highlights, donor 

communications, and publications 

 Coordinate with program staff and leadership to publish stories and snapshots demonstrating 

program impact 

 Coordinate the communications strategy with fundraising and stewardship efforts  

 Produce and manage donor communications including mailings, e-newsletters, thank you 

letters, and online appeals 

http://www.teachingforchange.org/


 Evaluate the success of organizational efforts and conduct regular analysis of metrics and other 

data 

 Maintain and expand relationships with media, allies, and partner organizations 

 Manage vendors as-needed for communications-related activities 

 Develop templates and guidelines to ensure quality and consistency  

 

 

REQUIRED SKILLS AND EXPERIENCE 

 Minimum 4 years in organizational communications, press, or media, including experience at the 

manger or director level 

 Demonstrable experience in planning, writing, editing and producing variety of communications 

materials (i.e. press releases, fundraising appeals, campaign materials, newsletters, etc.) 

 Knowledge of web platforms (Wordpress), digital tools (Constant Contact), social media, and 

metrics 

 Experience working with social justice-focused organizations or causes a plus 

 Great interpersonal/relationship skills with people of all ethnic/socio-economic backgrounds 

 Superior communication skills, written and spoken 

 Flexible, positive approach and willingness to pitch in wherever and whenever needed 

 Able to prioritize and efficiently accomplish a significant load of responsibilities in a constantly 

shifting environment; 

 Be committed to the mission of Teaching for Change and social justice 

 Have a passion for education and equity issues; 

 Bachelor’s degree or higher with formal training in communications 

 

Part-time (est. 25-30 hours/week). $22 - $25 per hour commensurate with experience plus benefits if 

eligible. Our office is located in the historic U Street corridor of Washington, D.C. 

 

Qualified candidates should send a current resume and a thoughtful cover letter explaining how they are a 

good fit for the organization and position to Allyson Criner Brown at 

employment@teachingforchange.org. Only candidates of interest will be contacted. No phone calls, 

please. 

 

Teaching for Change is an equal opportunity employer.  
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