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Communications Director 
 

Job Summary 
Responsible for planning, development, and implementation of all of Care Net of Puget Sound’s communication strategies, 
marketing and media relations activities for clients and donors. Oversees the  development and implementation of 
support materials and services for all ministry programs. Directs the efforts of the communicat ions,  marketing, and 
media relations staff and coordinates at the strategic and tactical levels with the other functions of the o rganization. 
Upholds Care Net of Puget Sound branding requirements.  This person furthers the mission of Care Net of Puget Sound by 
promoting the Sanctity of Human Life 

 
Reports To: Executive Director 
Status:  Exempt, Full Time 40 hours per week 
Job Location:  Tacoma Administration Office 
 

 
Qualifications: 

1. Be a committed Christian who demonstrates a personal relationship with Jesus Christ as Savior and Lord. 
2. Exhibit strong commitment and dedication to the biblical standard of the Sanctity of Life, marriage and sexual purity. 
3. Agree with and be willing to uphold the Statement of Principle, Statement of Faith, and policies of Care Net of Puget 

Sound. 
4. Have a bachelor’s degree or related experience equivalent in Communications (focus on Journalism). Knowledge of 

management, supervisory, leadership methods and principles.  
5. Demonstrated skills, knowledge and experience in the design and execution of communications, marketing, and 

public relations activities. 
6. Strong creative, strategic, analytical, organizational and personal sales skills. 
7. Strong oral and written communications skills. 
8. Experience in journalism 
9. Demonstrated successful experience writing press releases, making presentations, and negotiating with media. 
10. Experience overseeing the design and production of print materials and publications. 
11. Computer literacy in word processing, data base management and page layout. 
12. Commitment to working with shared leadership and in cross-functional teams. 
13. Ability to manage multiple projects at a time. 
14. Able to motivate individuals in achieving goals and objectives.  
15. Knowledge of website development and search engine optimization, Adobe InDesign, Photoshop, Video Production 
16. Able to exercise effective judgment, sensitivity, creativity to changing needs and situations.  
17. Exhibit skills in interpersonal communication, public speaking, and be willing to work as a team member. 
18. Be self-motivated, dependable, and responsible; able to carry out responsibilities with little or no supervision. 

 
Essential Functions 
 
Communications, marketing and media relations 
 
1. Responsible for creating, implementing, and measuring the success of: 

• a comprehensive marketing, communications and media relations program that will enhance Care Net of 
Puget Sound’s image and position within the communities it serves and the general public, and facilitate 
internal and external communications; and, 

 
• All Care Net of Puget Sound communication, marketing and media relations activities and materials including 

publications, media relations, client acquisition and so forth. 
 
2. Ensure articulation of Care Net of Puget Sound’s desired image and position, assure consistent communication of 

image and position throughout Care Net of Puget Sound, and assure communication of image and position to all 
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constituencies, both internal and external. 
 
3. Responsible for editorial direction, design, production and distribution of all Care Net of Puget Sound’s publications and 

media presentations. 
 
4. Coordinate the appearance of all Care Net of Puget Sound’s print and electronic materials such as letterhead, use 

of logo, brochures, etc., in accordance to the most current Brand Imaging Guidelines. 
5. Become familiar with programs, technical assistance and resource materials to assist program service areas in the 

marketing, communications and positioning of their activities. 
 
6. Educate key staff in program service areas on communications, marketing and public speaking, plans and strategy. 

 
7. Ensure that Care Net of Puget Sound regularly conducts relevant market research and coordinate and oversee this 

activity. Monitor trends. 
 
8. Leads projects as assigned, such as cause-related marketing, focus groups, etc. 

 
9. Supervise the team members of the Communications Team.  Equip, educate, and evaluate giving positive feedback and 

encouragement. Clearly communicate goals and objectives with timelines.  
 

Planning  
 
1. Responsible for the achievement of communications/marketing/media relations mission, goals. Ensure that evaluation 

systems are in place related to these goals and objectives and report progress to the Executive Director. 
 
2. Develop short and long term plans, monitor progress, systems and procedures, and assure adherence and evaluate 

performance. Recommend these goals, objectives and budget needs to the Executive Director. 
 
3. Keep informed of developments in related fields of marketing, communications and media relations, not-for-profit 

management and governance, and the specific business of Care Net of Puget Sound and use this information to help 
the o rganization operate with initiative and innovation. 

 
 

Organizational Strategy 
 
1. Work with ministry directors, other staff and volunteers to: 

 
• Develop and maintain a strategic perspective -- based on marketplace and constituent needs and 

satisfaction -- in organizational direction, program and services, and decision-making; and, 
 

• Ensure the overall consistent image of Care Net of Puget Sound. 
 
2. Help make sure that Care Net of Puget Sound’s mission, vision and image (brand) are well known and practiced 

throughout the organization. 
 
3. Develop and coordinate means to seek regular input from the Organization’s key constituencies and target 

audience regarding the quality of programs and services and Care Net of Puget Sound’s relevance. 
 
4. Help formulate and administer policies to ensure the integrity of the Organization. 

 
5. Act as an internal consultant to bring attention and solutions to institutional priorities. 

 
 
Computer and Technical Skills: 

1. Proficiency with Microsoft Office word processing programs.  
2. Skills in graphics and desktop publishing programs such as Adobe CS in formatting newsletters. 
3. Knowledge of website design, hosting, search engine optimization, current social media trends.   
4. Providing leadership in video production.  Knowledge of editing is helpful.  

Physical Requirements and Work Environment: 
 
1. The physical demands described are representative of those that must be met by an employee to successfully perform the 

essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
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a. The employee is regularly required to use hands to finger, handle, or feel; talk or hear and taste or smell.  
The employee is frequently required to stand; walk, reach with hands and arms and maintain physical 
balance.  The employee is occasionally required to sit, stoop.  The employee is rarely required to kneel, 
crouch or crawl.  The employee will regularly lift and or move items up to 10 lbs.  The employee will 
sometimes life and move up to 25 lbs.  Vision requirements include close vision, distance vision, peripheral 
vision, depth perception and the ability to adjust focus.  

2. The work environment described is representative of those an employee encounters while performing essential functions 
of this job.  Reasonable accommodation may be made to enable individuals with disabilities to perform essential 
functions. 

a. The noise level in the work environment is usually moderate; lighting is primarily florescent; can have days 
of high stress due to quick production and distribution of communication pieces. 

 
Image: 
 
As a representative of Care Net, whether at the Center or on your own time, your actions and appearance will reflect on the 
ministry.  It is important to be mindful of your service to Jesus 
 
Care Net Staff members adhere to the mission of Care Net of Puget Sound; its Statements, Operations, and the Policy and 
Procedures of the organization. 
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