
 
 
 
 
 
 
Position: COMMUNICATIONS & STRATEGIC MARKETING OFFICER 
 
Description of Position: 
 
The Communications & Strategic Marketing Officer is a full-time, exempt staff position primarily 
responsible for the development, implementation and oversight of the Foundation’s marketing and 
communication strategy and program execution.  Key responsibilities include marketing, public 
relations, and special events, to promote the Foundation including Old Bill’s Fun Run, Competitive 
Grants and other programs.  The Communications & Strategic Marketing Officer works closely with 
the President, Vice President - Philanthropic Services, and the Programs & Outreach Officer to support 
programs, program committees, nonprofit outreach and donor relations efforts, especially through 
communications and special events. 
 
Reports To: President 
 
Duties and Responsibilities: 

 Communications & Marketing  
Working with the President, other staff, and outside vendors or consultants where applicable: 
 Design and implement the Foundation’s overall marketing strategy to strengthen and grow the 

Foundation’s brand recognition, reputation, and community knowledge of its programs.  
 Develop plan for the Foundation’s Annual Report and oversee its creation and distribution. 
 Create the Foundation’s social media strategy and oversee its implementation, increasing the 

Foundation’s presence on Facebook, Instagram, and other social media channels. 
 Regularly update the Foundation’s website content and design to enhance visitation and relevancy. 
 Oversee use and maintenance of Volunteer Jackson Hole, Nonprofit Directory and List-serve. 
 Develop and maintain marketing collateral, such as brochures and handouts, updating as needed. 
 Write and distribute Foundation press releases and other media advisories. 
 Advise Board on communication strategies and execute plans to promote programs and services.  
 Monitor placement, collection and archiving of all Foundation advertising. 
 
Working with the Old Bill’s Fun Run Coordinator: 
 Annually design, refresh and execute the Old Bill’s Fun Run advertising and outreach campaign. 
 Prepare and distribute all necessary Old Bill’s communication with participating nonprofits.  

 Donor & Public Relations  

 Manage Board orientation, outreach and ongoing communications. 
 Prepare grant applications to, reporting for, and correspondence with major funders, 

corporations and private foundations. 
 Support the Vice President – Philanthropic Services in planning and executing donor events. 
 Create and distribute regular correspondence with donors, fund holders and key constituents, 

including the quarterly electronic newsletter, Thanksgiving card, and holiday cards. 
 Oversee maintenance of the special identifiers used to generate donor and mailing lists. 



 Other  

 Coordinate ad hoc speaker engagements when interesting opportunities arise. 
 Work with the Program & Outreach Officer to identify and pursue opportunities for new 

programs and services that increase impact in the community and/or enhance donor relations. 
 Work with CFO to develop annual budget for marketing and communications. 
 Serve as a visible, professional representative of the Foundation. 
 Support the Board and staff in achieving the overall goals and objectives of the Foundation. 

 
Skills/Experience Required: 
 

 Significant experience in marketing and communications, including development and execution 
of strategic marketing plans and social media campaigns.   

 Demonstrated success in event planning and execution. 
 Knowledge of social media and email applications (such as Instagram, Facebook, and Mail 

Chimp).  
 Knowledge of and/or ability to learn nonprofit and website management software. 
 Excellent interpersonal and communication skills, both written and oral. 
 Strong organizational skills, including the ability to prioritize and manage individual workload. 
 Competency in Microsoft Office products (Word, Excel & PowerPoint) and Outlook. 
 Ability to work cooperatively with colleagues, supervisors, volunteers, grantees and donors. 
 Impeccable moral and ethical standards and conduct. 
 Intense commitment to the mission and work of the Community Foundation of Jackson Hole. 
 Knowledge of the Jackson Hole philanthropic community and local nonprofits. 
 


