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COMMUNICATIONS MANAGER 

Job description 
Position / Title: Director of Communications 
Reports to: Managing Director 
Pay Type: Hourly Non-Exempt 
Salary Range: Competitive, Depends on qualifications 
Location: Washington DC or Chicago, Illinois 

Overview: 

Create and deliver quality communication pieces that appeal to targeted audiences in order to 
strengthen brand awareness and increase engagement across all communications channels and 
platforms. In short the deliverables for this job will be making IMANA and its work around the 
world known in ways that grow the IMANA constituency.   

Description: 

 Create concise, appealing content to position IMANA as a trusted thought leader in the
industry.

 Interview various subjects and write compelling stories.

 Produce content and deliver articles across multiple platforms regarding various topics
(website, blog articles, social media, etc.) Proofread and edit posts prior to publication.

 Ensure consistency (style, fonts, images and tone) in writing across multiple platforms.

 Conduct simple keyword research and use SEO guidelines to increase end-user
engagement.

 Obtain a thorough understanding of various social media platforms (Facebook, Twitter,
Instagram etc.)

 Brainstorm and collaborate with the team for new ideas and strategies.

 Stay up-to-date with changes in all social platforms to ensure maximum effectiveness.

 Research audience preferences and discover current trends.

 Perform other duties as assigned.

 Develop PR campaigns and media relations strategies
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 Collaborate with internal teams (e.g. marketing) and maintain open communication
with senior management

 Edit and update promotional material and publications (brochures, videos, social media
posts etc.)

 Prepare and distribute press releases
 Organize PR events (e.g. open days, press conferences)
 Serve as the company’s spokesperson at partner and public relation events
 Seek opportunities for partnerships, sponsorships and advertising
 Address inquiries from the media and other parties
 Track media coverage and follow industry trends
 Prepare and submit PR reports
 Manage PR issues

Qualifications Required 

EXPERIENCE 
 Intimate understanding of Islam
 One to three years' proven experience as a content writer, social media specialist, public

relations or similar role.
 Excellent writing and editing skills in English familiarity with keyword placement.
 Creative thinker and planner.
 Proficient with Microsoft Office Suite (Word, PowerPoint, and Excel).
 Expertise in multiple social media platforms, including LinkedIn, Facebook, Twitter, and

Instagram.
 Past experience with WordPress and social media management tools.
 Ability to work in a fast-paced environment, particularly under deadline pressure.
 Experience managing media relations (online, broadcast and print)

EDUCATION 
 Bachelor's degree in creative writing, journalism, English, marketing, communications or

related field.
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Equal Employment Opportunity 

 We're proud to be an equal opportunity employer- and celebrate our employees'
differences, regardless of race, color, religion, sex, sexual orientation, gender identity,
national origin, age, disability, or Veteran status. Different makes us better.

To apply please send your cover letter and resume to Akrama@imana.org
Deadline to apply is April 28th, 2018.
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