165 Western Ave N
Suite 8, Office #100
St. Paul, MN 55102

Position:
Supervisor:
Location:
Hours:

Department: Advancement & Marketing
Chief Advancement and Marketing Officer
FLSA Status: Full time, exempt
Remote and St. Paul office (min 20% in office)
Salary Range: $50,000 - $60,000 / year
40 hours per week; achieved primarily during core business hours (Mon-Fri, 8am-6p)
Communications Manager

Organizational Summary
WomenVenture is an economic development agency designated as an SBA Women’s Business Center and a CDFI. Over
its 45-year history, WomenVenture has provided women of all ages, cultures, races, and income levels with the tools
and resources to achieve economic success through small business ownership. Utilizing in-depth training, expert advice,
access to capital, and a network of support we help our clients launch and lead businesses that are profitable and
sustainable. Our work is guided by our values of inclusion, impact, and innovation.
Position Summary
The Communications Manager is responsible for driving agency marketing and communications strategies to meet the
strategic planning goals of WomenVenture. The Communications Manager will identify and communicate with key
audiences and working with the Chief Advancement Officer to foster their commitment to action, whether a potential
donor, volunteer, client, board member or community partner. They are a member of the Advancement Team which is
responsible for fundraising, planning and execution of communications, marketing and events, community relations
and the volunteer program.
Core Duties & Responsibilities:
Communications
- Craft a comprehensive strategic marketing communications plan in collaboration with the Chief Advancement
Officer to increase WomenVenture’s visibility in the community
- Manage agency website, ensuring content is written clearly and updated to best reflect our impact and offerings
- Manage social media channels and strategy to keep audience informed and engaged of agency’s services and
opportunities
- Manage WomenVenture’s social media accounts, keeping up to date on best practices to develop social media
strategy, creating all posts and tracking engagement to assess effectiveness
- Function as brand ambassador and ensure brand guidelines reflect our values and are adhered to across the
agency
- Collaborate with designer to create agency-wide marketing collateral and materials, produce written content,
and ensure brand consistent designs
- Develop communications processes and materials to create an excellent client experience at each touchpoint
- Analyze results of communications initiatives to assess effectiveness in meeting stated goals, and revise
ongoing communications strategy considering the results.
- Draft monthly e-newsletter and e-blasts to diverse constituent groups based on client, donor, volunteer and
partner priorities
- Select, interview and photograph featured clients, crafting stories to be used across multiple platforms
(Marketing, grants, and reporting)
- Track digital media analytics, reporting areas of concern that needs addressing by the Advancement Team

-

Write and distribute press releases for agency events and announcements. Develop media outreach strategy
and manage media inquiries on a rolling basis alongside CAO and CEO.

Events
- Lead the communications around events in collaboration with the Community Outreach and Events Coordinator
- Lead communications with event participants, including invitations, payment, and registration information,
confirmations, reminders, and follow-ups
- Work with the Advancement team to plan and lead the design of materials and execute mailings
Supervisory
- Recruit, train and manage communications specialists and interns, as needed.
Preferred Skills and Experience:
- Bachelor’s Degree in communications or related field OR demonstrated experience in crafting communications
and executing communications strategies
- Minimum of four years of communications experience, with at least two years in a communications
management role
- Meticulous and highly organized, able to plan and organize multiple projects simultaneously
- Initiative-taking, independent worker who also enjoys working collaboratively
- Strong written and oral communications skills with an ability to create clear, concise, and persuasive content
- Exceptional communication skills: ability to interact effectively with individuals from a diverse range of
backgrounds and experiences.
- Comfortable with public speaking to groups of up to thirty people
- Experience in managing budgets
Proficiency in graphic design
Aptitude for computer software and applications, particularly as relates to design, social media, and donor
Databases
- Creativity, flexibility, and resourcefulness to recognize and solve problems
- Bilingual a plus

Work Environment/Physical Demands
While performing the duties of this position, the employee is frequently required to sit for extended periods and may be
required to stand for an extended period. Reasonable accommodation may be made to enable individuals with
disabilities to perform the essential functions of the position.
Application Procedure
Interested candidates should send a cover letter and résumé (both required) to hr@womenventure.org with
“Communications Manager” in the subject line. No phone calls.
WomenVenture is an equal opportunity employer, and all qualified applicants will receive consideration for employment without
regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability status, protected veteran status, or
any other characteristic protected by law. WomenVenture values diversity and strongly encourages candidates from all
backgrounds to apply for this position.

This position description is intended to describe the general nature and level of work being performed by people assigned to this
position. It is not intended to be an exhaustive list of all activities, tasks and skills required of people in the position.

