
 

 

JOB DESCRIPTION 

Outreach and Communication Specialist 
(40 hours a week) 

 
ACCOUNTABLE TO:  The Outreach and Communication Specialist will receive direct supervision 

from the Executive Director.  Job performance evaluation will follow a twelve month probationary period 

and on an annual basis thereafter. 
 

RESPONSIBILITIES:  The Outreach and Communication Specialist will focus on services that support 

promotion or collaboration of services for early care and education professionals.  The Outreach and 
Communication Specialist will work with the Executive Director to create and promote the organization’s 

consumer education plan.  Work will focus on increasing awareness of the organization’s programs and 

services.  Planning and implementing promotional strategies for all agency programs is a core 

responsibility of this position.  The Specialist will create content and design promotional materials for 
media and target audiences, as well as executing social media campaigns on a variety of web-based 

platforms.  The Specialist will also help develop collaborative relationships with a wide variety of 

communication and early childhood stakeholders.  The Outreach and Communication Specialist will be 
responsible for services, such as but not limited to, the following: 
 

 Conduct communication outreach, collaboration, partnerships and relationship building 

 Manage consumer education, marketing, advertising, social media and communication 

 Provide leadership, manage reporting and program requirements 

 Work collaboratively as a team member of the agency’s emergency preparedness team to review 

and revise the agency’s emergency plan 
 

REQUIREMENTS:   

 

 Excellent writer and editor 

 Excellent verbal communication skills 

 Demonstrated ability with social media marketing and promotional strategies 

 Quality researcher 

 Excellent interpersonal skills 

 Knowledge of layout and design for print and web-based promotional materials 

 Superior social media outreach strategies 

 Ability to work under pressure, organize work assignments, set priorities and meet deadlines 

 Ability to be flexible and adaptable in order to contribute to problem-solving activities within the 

organization 

 Ability to act in a tactful and diplomatic manner and work on sensitive issues with diverse groups 

of individuals 

 Solid computer skills (Microsoft Office Suite, Adobe Creative Suite) 

 Experience working in a non-profit organization or early childhood field 

 Degree in media/marketing, communication, graphic design or a related field and experience in 

marketing and outreach is preferred 

 Must be willing to submit to a background check 

 



GENERAL: 

 

 In-town and out-of-town travel, to include overnight travel.  The employee is to provide a mode 

of transportation for this travel. Some travel may be required during inclement weather.  Must 

show proof of valid Montana driver’s license and insurance or plan for accomplishing travel 

requirements in lieu of driving. 

 Attend regular staff meetings. 

 Attend meetings and in-service training sessions as funding permits and in consultation with the 

Executive Director. 

 Attend other meetings and invitations as they pertain to this position with approval of the 

Executive Director. 

 

WORK ENVIRONMENT: 

 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  The noise level in this environment is 

quiet to loud depending upon the activity in the particular part of the day. 

 

 

 


