
 
 

Communications and Content Manager 
Job Description 

 
THE ORGANIZATION 
 
GO Public Public Schools West Contra Costa (GO WCC) supports a network of families, 
educators, and community members with a deep moral commitment to the simple 
idea that every child deserves a good chance, in school and in life. Together, we 
advocate for a school system that puts student outcomes first, demands that leaders 
do the same, and holds them accountable for keeping their promises.  
 
By providing data analysis and information, building leadership skills, and advocating 
publicly, GO West Contra Costa’s network is working toward a day when every student 
has access to an excellent public school. Alongside policy advocacy, GO Public 
Schools West Contra Costa Advocates (an independent 501c4 nonprofit organization) 
supports the GO network to elevate the work of the school board, elect school board 
leaders committed to advocating for all students, and to pass measures to provide 
needed funding and resources to schools. 
 
 
THE OPPORTUNITY AND CHARGE 

GO Public Schools West Contra Costa is seeking a Communications and Content 
Manager to ensure that our organization is effective at communicating with, and 
supporting, West Contra Costa community members and our network of families, 
educators, and allies. 
  
A key goal of the organization is to build and engage a network of informed and active 
education advocates; our communications are key to meeting this goal. This person 
must excel at: crafting, designing, and launching a wide variety of communications 
(including original advocacy tools and resources, as well as reports and publications) 
on behalf of our organization, and be very comfortable managing online platforms 
(email, website, social media) and creating hard-copy communications (e.g brand, 
event, and outreach collateral).  
  
Our work environment is fast-paced and our local education ecosystem is dynamic, so 
the ideal candidate must be a natural self-starter who can manage multiple projects 
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and work streams and be nimble to changing priorities. This person thoughtfully 
customizes content and messaging for different stakeholders, including families, 
educators, community members, and community-based organization leaders and 
partners from a variety of cultural and ethnic backgrounds . This person pays 
extraordinary attention to detail and has a collaborative, values-driven work ethic. This 
position is available immediately. 
  
 
RESPONSIBILITIES 

● Write, Design, and Publicize Clear and Compelling Communications – Create 
and curate resources and tools to share with our network about key issues in 
West Contra Costa public schools, our community, and in the larger education 
ecosystem. Our team supports with translation so that whenever appropriate 
and possible, resources and materials can launch bilingually to add value for 
local educators and families.  

● Expand and Deepen Our Network of Engaged Followers – Using various 
communications strategies, best practices in digital organizing, and data-driven 
decision making, this person will continually grow our network of informed, 
engaged followers on email, social media, and website. This person will 
collaborate with the team to develop goals and metrics for measuring progress 
(e.g. number of followers, actions / engagements, conversions). 

● Tell Our Story – Write website, email, and print copy to support our community 
priorities and tell the story of the people, role, and impact of GO. This includes 
building relationships and interviewing key people involved in our work and 
seeking out compelling stories. In addition, this includes on-demand editorial and 
communications support for GO WCC leaders in the form of ghostwriting, editing, 
and design work. 

● Strengthen Organizational Brand – Create and upkeep marketing materials and 
tools that represent our organization, values, work, and impact. This includes 
owning the beginning-to-end content and design processes for GO WCC’s 
overall brand collateral, as well as our event- and campaign-specific collateral.  

● Shine on Social Media – Managing and continually evolving our social media 
strategy, particularly on Facebook and Twitter, to build our base, engage the 
public in ongoing dialogue, build leadership capacity among West Contra 
Costa families and educators, and activate community members for campaigns 
and calls to action. This includes curating value-add actionable content, 
strategically boosting key messages via paid advertisements, and leveraging 
opportunities to engage with key community partners on social media. 

● Own Imagery, Multimedia, and Graphics – Create and manage web pages, 
infographics, photographs / stock photos, videos, email banners, icons, and 
other multimedia about GO and community campaigns. Work with contractors 
as appropriate. 

● Manage Media Strategy and Press Relationships – Keep pulse of local media 
coverage and placement opportunities. Develop and finalize press releases and 
media alerts to earn coverage of our work. Strategically cultivate key 
relationships with press (in a limited media landscape) while also growing GO 



WCC team’s capacity to align around and articulate our key messages. Draft 
op-eds for GO staff, Leadership Council, and community members. 

● Manage and Execute GO WCC Board Watch Program – Work with GO WCC 
Executive Director to ensure that families, educators, and allies in our community 
receive timely Board of Education meeting agenda email previews that 
empower them to plug into key issues and decisions impacting students and 
schools. This includes management of our Board Watch blog and 
implementation of year-round strategy to grow our Board Watch email 
subscriber list. 

● Manage Digital Data Health and Strategy – Work with GO CA Director of Data 
and other team members to identify and bridge gaps in our base-building data 
to ensure that accurate datasets inform our analyses and decision-making. Track 
email subscriber activity and website analytics to strategize for maximum user 
engagement (i.e. high open/click rates, low bounce rates, conversions, progress 
to base-building goals) 

  
 
CANDIDATE REQUIREMENTS 
 
The ideal candidate for this role will have the following characteristics: 

Necessary Characteristics 

● 2-5 Years Professional Experience 
● Values Champion – Motivated by the overall vision and values of the 

organization, and a champion of diversity, equity and inclusiveness. Committed 
to executing strategies and systems that live out these values. 

● Strong Written and Verbal Communication – This person is above average in their 
ability to write compelling and clear content. 

● Marketing Sense – This person has experience influencing and motivating others 
and has a sense of what will and will not work in written and verbal 
communication. 

● Social Media Maven – She or he loves using social media and has experience 
doing so regularly (either personally or professionally). 

● Goal-Oriented and Organized – This leader sets and uses goals to help 
colleagues, teams, partners, and volunteers work toward that vision. She/he is 
motivated by goals as a tool to make sure we are spending time wisely. This 
leader must have strong follow-through supported by excellent organizational 
systems. 

● Data-Driven – She or he seeks to collect, use, and regularly update data to make 
decisions in various components of their work. 

● Strong Judgment – Communication can be tricky when issues are emotional 
and/or complicated. This person has great judgment and the ability to make 
strategic decisions about what, when, whether, and how to communicate. 

● Personal Responsibility – This person has a high level of personal responsibility for 
their work and believes that they can improve their leadership skills over time, so 
they are eager to ask for and receive feedback. 



● Culturally Competent – This person articulates their thoughts about race, class, 
and privilege in a culturally sensitive and respectful manner. 

● Team Player – This leader will excel in a small-team environment that requires 
team members to wear many hats and support each other’s work (e.g., have 
“all hands on deck” for a particular project or event). 

● Intermediate Technology Competence – He or she has experience with common 
communications tools and can learn how to use our internal technical systems 
quickly (i.e. Mailchimp, Salesforce).  

● Deep Communications Interest – This person loves working in communications 
and aggressive about professional development. They follow the field and are 
full of ideas for improving our communications impact. 

● Familiarity with/Experience with Education – This person has an interest and some 
experience with the education field, and/or demonstrates a strong track record 
in researching and learning a new field. 

● Design Skills – This person has beginner to intermediate digital design skills and 
can produce design work for network emails and brand collateral.  

● Website Maintenance Skills – This person has experience managing and 
updating websites using content management systems (WordPress, Drupal, 
Joomla) and HTML.   

  
Desirable Characteristics, But Not Required 

● Bilingual - English and Spanish 
  
 
APPLICATION PROCESS 

Send a resume and cover letter addressed to Tiffany Kang at 
wccjobs@gopublicschools.org. Application materials must be submitted as attached 
documents and saved in the filename format LastName_FirstName_Resume.pdf or .doc 
with no spaces in the filename (use ONLY underscores in place of spaces). 
 
  
COMPENSATION AND BENEFITS 

The salary range for this position is $48,000 - $62,400. In addition, a comprehensive 
benefits package is offered, including: 

Healthcare 
● Healthcare (medical, dental, and vision) provided at 100% for employees and 

75% for dependents 
● Healthcare plan options - choose between Anthem PPO, HMO or Kaiser HMO 
● Flexible Spending Account (FSA) and Dependent Care Account (DCA) 

 
6-7 Weeks Paid Time Off Annually 

● 2 weeks of observed holidays annually 
● 2 - 3 weeks of paid time off (grows with years of experience at GO) 
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● 2 additional weeks of paid time off during the winter break 
● 40% pay for all new parents to match and supplement State of California Paid 

Family Leave and/or Disability benefits 
 
Additional Benefits 

● Simple IRA retirement plan with up to 3% annual salary match 
● Paid life and long-term-disability policy (no cost to employee) 
● Up to $75/month in cell phone reimbursement 
● Paid professional development opportunities 
● Support for new parents that are required to travel with partial reimbursement for 

accompanying caregiver travel expense or reimbursement for nursing mothers to 
ship breast milk home. 

 
 
ANTI-DISCRIMINATION POLICY AND COMMITMENT TO DIVERSITY 
 
GO Public Schools seeks individuals of all backgrounds without regard to race, color, 
ancestry, national origin, sex, sexual orientation, gender identity or expression, religion, 
age, pregnancy, disability, marital status, genetics, or any other factor that the law 
protects from employment discrimination to apply for this position. We are committed 
to ensuring diversity within our organization and network, as we want to engage all 
those who can contribute to this effort.  
 
 
ABOUT GO PUBLIC SCHOOLS 
 
GO Public Schools is a 501(c)(3) nonprofit organization that undertakes policy 
advocacy and public education efforts. Donations to GO Public Schools are 
tax-deductible to the extent allowed by law.  
 
GO Public Schools is related to GO Public Schools Advocates, a separate 501(c)(4) 
nonprofit organization that engages in lobbying, ballot measure, and partisan elections 
work. Donations to GO Public Schools Advocates are never tax deductible. GO Public 
Schools and GO Public Schools Advocates - sometimes jointly referred to by the name 
“GO” - have the same overall missions and share office space and employees. They 
maintain separate boards of directors. The person filling this position will be hired by GO 
Public Schools, but on occasion will perform some or all of the duties described for GO 
Public Schools Advocates. 
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