
JOB DESCRIPTION 

 

 Position: Communications Manager 

 

 Reports to: Development Director  

 

 

Organization Description:  Food For Thought is a nonprofit that provides comprehensive 

nutrition services to people in Sonoma County affected by HIV and other serious medical 

conditions. Our services include weekly groceries, congregate meals, vitamins and supplements, 

and nutrition education. We are located in Forestville in a beautiful building surrounded by 

organic gardens. Food For Thought (FFT) operates with a staff of 20 and 500 volunteers. The 

values of respect, dignity, and compassion are deeply ingrained in the culture of the agency, 

which seeks to provide both food and love to our clients. FFT has recently expanded its mission, 

and this position presents an exciting opportunity to contribute to a growing, thriving agency in a 

time of creative expansion and change.  

 

Position Summary: The Communications Manager is responsible for executing the agency’s 

internal and external communications strategy, including marketing, branding, website 

development, social media, media relations, and electronic and printed publications. The 

Communications Manager works collaboratively with program leadership to ensure consistent 

messaging regarding Food For Thought’s mission, vision, philosophy, and services. 

 

Marketing & Branding 

 Consistently communicate agency mission, vision, values, and services through all 

internal and external communications 

 Creation of agency materials including design consistent with brand guidelines (to be 

developed by Communications Manager), coordinating production, program leader 

approval, approval of proofs 

 Review documents created by employees and volunteers to ensure quality and 

consistency with agency messaging 

 Review proposals for advertising, sponsorships, etc., and make recommendations for 

content and improvement 

 Prepare annual marketing and communications plans with clear deliverables and metrics 

 Analyze key metrics to monitor progress towards communications and marketing goals 

and reporting trends of interest or concern to leadership 

Website 

 Update Food For Thought website with new messaging and campaigns 

 Oversee website quarterly review process to ensure accuracy of website 

 Work with administrative staff responsible for website maintenance 

Social Media 

 Align social media messaging to agency mission, vision, values, and priorities 

 Design and schedule all social media posts for agency messaging, events, and updates 

 Track social media performance on all platforms and reporting progress monthly 



Media Relations 

 Assist with coordination of agency spokespersons for media interviews and other public 

presentations 

 Develop and implement strategies to improve organizational visibility and public 

relations activities 

 Prepare talking points, fact sheets, and similar materials as needed 

 Prepare press releases and distribute to appropriate media sources 

 Design press kits for agency initiatives 

 Update and maintain comprehensive list of media contacts 

Other Responsibilities 

 Participate in department meetings, semimonthly staff meetings, and occasional 

board/staff retreats 

 Maintain Google Ads account 

 Create short videos for online communications with agency supporters 

 Other job duties as assigned 

Required Qualifications: 

 Bachelor’s degree or higher in a relevant field 

 Demonstrated superior verbal and written communication skills 

 Excellent working knowledge of software applications including Word, Excel, and 

Adobe Creative Suite  

 Demonstrated knowledge of multiple forms of media and marketing 

Knowledge, Abilities, Skills: 

 Superior organizational and time-management skills 

 Ability to assume responsibility and work independently  

 Ability to work cooperatively and constructively with others 

 Self-confidence, self-direction, and tact 

 Availability to work occasional evenings and weekends, as required  

 

Compensation: This position will earn between $55,000 – $65,000 depending on experience and 

includes excellent benefits. 

 

To Apply: Please send resume and cover letter to jobs@FFTfoodbank.org.  

 

Food For Thought is an equal opportunity employer. 
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