A PaciFic MounTAIN
WORKFORGE
PACMTN | DEVELOPMENT

building community prosperity

Job description: Communications Manager

FLSA STATUS: Exempt
REPORTS TO: Communications Director
SALARY RANGE: $78,994.61 - 97,390.62

Position summary

Pacific Mountain Workforce Development is seeking a creative, organized, and highly capable
Communications Manager to help bring our communications strategy to life across PacMtn, WorkSource,
and Opportunity Begins Here.

This role is ideal for a hands-on communicator who enjoys turning ideas, programs, events, and regional
workforce stories into clear, engaging content. The Communications Manager will support the day-to-day
execution of PacMtn’s communications work, including social media, website updates, email campaigns,
graphic design, content calendars, digital storytelling, event promotion, basic analytics, and brand-aligned
materials.

The Communications Manager owns many of the technical and tactical pieces that keep communications
moving, and as such, should feel comfortable managing content workflows, creating polished materials,
coordinating with program staff, maintaining digital channels, and helping ensure that public-facing
communications are timely, accessible, accurate, and easy to understand.

The ideal candidate is a strong writer, thoughtful content creator, detail-oriented project manager, and
collaborative problem-solver who can balance creativity with follow-through. They understand that strong
communications is not just about making things look good—it's about helping people find information,
understand opportunities, and take action.

Essential functions

Reasonable accommodations may be made to enable individuals with disabilities to perform these essential
functions.

Content production and day-to-day communications

e Draft, edit, format, and publish clear, audience-centered content for social media, websites,
newsletters, email campaigns, flyers, reports, presentations, event materials, and other
communications products.

e Translate program information, workforce system language, and technical content into plain
language that is useful, accessible, and engaging for intended audiences.

e Maintain and help manage communications calendars, content trackers, project timelines, and
publishing schedules.

e Coordinate with program teams to gather accurate information, clarify requests, identify deadlines,
and determine the best communications channels or products for each need.

e Support the Communications Director in implementing communications plans, campaign timelines,
messaging frameworks, and outreach strategies.

e Help ensure communications products are timely, polished, accurate, accessible, and aligned with
PacMtn’'s voice, values, and brand standards.



Social media and digital channel management

Create, schedule, publish, and monitor social media content across PacMtn, WorkSource,
Opportunity Begins Here, and other approved channels.

Develop platform-specific content, including graphics, captions, reels, short videos, carousels,
stories, event posts, and partner amplification materials.

Maintain social media calendars that align with organizational priorities, campaign plans, events,
program deadlines, and regional workforce opportunities.

Monitor audience engagement, respond or route questions when appropriate, and flag emerging
issues, opportunities, or partner needs.

Track basic performance metrics, including reach, engagement, link clicks, follower growth, and
campaign performance.

Graphic design and visual content development

Design digital and print materials, including social media graphics, flyers, one-pagers, handouts,
postcards, signage, presentation slides, newsletter visuals, and basic report layouts.

Create materials that are visually engaging, easy to navigate, and aligned with applicable brand
standards.

Use tools such as Canva, Adobe Creative Suite, or similar platforms to produce polished, brand-
aligned creative assets.

Support the development of templates, toolkits, and reusable materials that help staff and partners
communicate consistently.

Prepare files for digital use, print production, partner distribution, and web publication.

Ensure visual products follow accessibility best practices, including readable layouts, strong contrast,
plain language, meaningful hierarchy, and appropriate alt text when applicable.

Storytelling, photography, and multimedia support

Conduct interviews with staff, partners, employers, jobseekers, participants, and community
members to support stories, spotlights, reports, social media, newsletters, and other
communications products.

Capture or coordinate photography and short-form video at events, programs, partner locations,
WorkSource sites, and community activities.

Edit basic photo and video content for use across digital platforms.

Help organize photo, video, logo, testimonial, and story libraries so content can be easily reused
and repurposed.

Identify story opportunities that highlight regional impact, career pathways, employer partnerships,
workforce investments, and community success.

Preferred experience and abilities

The Communications Manager plays an important role in helping PacMtn communicate clearly, creatively,
and consistently with the people and communities we serve. This position includes a mix of writing, digital
content, design, web updates, project coordination, and storytelling.

We recognize that no one candidate will bring deep expertise in every area listed below. If you are strong in
several of these areas and bring curiosity, creativity, strong follow-through, and a willingness to keep
learning, we encourage you to apply.

Strong writing, editing, proofreading, and plain-language communication skills.

Experience creating content for social media, websites, newsletters, email campaigns, flyers, reports,
presentations, or similar communications products.

Comfort managing multiple projects, deadlines, requests, and content timelines at the same time.
Experience using graphic design tools such as Canva, Adobe Creative Suite, or similar platforms.
Basic photography, videography, or short-form video editing experience.

Experience using WordPress or another website content management system.



e Familiarity with email marketing platforms, contact list management, social media scheduling tools,
or digital analytics tools.

e Ability to adapt tone, format, and messaging for different audiences, including jobseekers,
employers, partners, board members, staff, and community members.

e Strong attention to detail and commitment to accuracy, accessibility, and brand consistency.

e Ability to work independently while staying aligned with direction, deadlines, and organizational
priorities.

e Strong interpersonal skills and ability to work respectfully and collaboratively with people from
diverse cultures, communities, and backgrounds.

e Comfort asking clarifying questions, gathering information from subject matter experts, and turning
rough ideas into polished communications products.

e Experience in communications, marketing, digital media, public affairs, journalism, graphic design,
nonprofit communications, workforce development, government communications, or a related field.

Preferred qualifications

Any combination of education, training, lived experience, portfolio work, and professional experience that
demonstrates the ability to perform the responsibilities of the role will be considered.

Preferred qualifications include:

e Three or more years of experience in communications, marketing, digital media, content creation,
graphic design, social media management, public affairs, journalism, or a related field;

e Abachelor's degree in communications, marketing, graphic design, public relations, journalism,
digital media, or a related field; OR

e A combination of professional experience, freelance work, certificate programs, portfolio projects,
military public affairs experience, or on-the-job training that demonstrates relevant skills.

Core competencies

e Writing, editing, and plain-language communication

e Content creation and digital storytelling

e Graphic design and visual communication

e Social media and digital channel management

e Website content maintenance and user-centered thinking
e Project coordination, organization, and follow-through

Included in the PacMtn benefits package

Employees are covered by medical, dental, vision and life and long-term disability insurance with additional
family coverage options available. PacMtn also participates in the PERS Retirement System.

Employees will receive 11 paid holidays, a floating holiday, a community service day every calendar year
and starting 12 hours of accrued paid time off for each completed month of service.

Work environment

Work is typically performed at a computer desk. Workdays and hours are subject to need and availability to
ensure operational coverage throughout the work week. However, daily demands may require occasional
early arrivals, late departures, extended hours, as well as weekend work.

Travel required

Travel is primarily in the PacMtn region of Thurston, Lewis, Mason, Grays Harbor, and Pacific Counties
during the business day, with some Saturday and/or Sunday travel throughout the year, although some out-
of-area and overnight travel may be expected.



EEO Statement

Pacific Mountain Workforce Development provides equal employment opportunities to all employees and
applicants for employment and prohibits discrimination and harassment of any type without regard to race,
color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual
orientation, gender identity or expression, or any other characteristic protected by federal, state or local
laws.

Diversity, Equity, and Inclusion Statement

PacMtn is committed to creating and maintaining a workplace in which all employees have an opportunity
to participate and contribute to the success of the organization and are valued for their skills, experience,
and unique perspectives. PacMtn strives to demonstrate and expects their employees to demonstrate
commitment to understand, communicate with and effectively interact with people across a variety of
cultures and backgrounds. PacMtn commits to continually learning about vulnerable populations and racial
disparities in the communities they serve to successfully deliver culturally responsive, service-oriented
practices.

Other Duties

Please note this job description is not designed to cover or contain a comprehensive listing of activities,
duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities
may change at any time with or without notice.



