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Job Title:  Communications Director 
Work Location: Not specified 
Job Type: Part-Time - average 8 hours per week. 
Reports To:  Executive Director  
Prepared Date:  December 19, 2017 
   
  
SUMMARY  
Tutapona is looking for an experienced Communications Director to lead a high-performing team of 
designers, writers and storytellers. You’ll cast a strong vision and lead the team in creating innovative 
content that promotes the Tutapona mission. 
 
The Communications Director will assist the Executive Director in providing visionary, supportive leadership 
to brand strategy, marketing, technology, and communications to maintain a cohesive organization aligned 
around our mission and goals.  This position requires commitment to, understanding of and compliance with 
Tutapona’s Mission and Vision, as well as all other policies and procedures.   
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:  

1. Shape and influence a vision to continuously evolve the Tutapona brand, and the campaigns we 
deliver 

2. Advance Tutapona’s position in the marketplace with high-visibility, high-impact, innovative 
campaigns. 

3. Lead and approve all campaigns  

4. Approve and direct copy, design and video content  

5. Mentor and grow members of the creative team. 

6. Manage the creative team’s annual budget. 

7. Partner with country office to ensure the creative team is meeting the organization’s ever-evolving 
needs. 

8. Envision and execute innovative new ways to engage with our donors and show them their impact. 

9. Partner with Key Relationship Manager to increase retention of our major donors through 
envisioning and executing innovative new ways to  show them their impact.   

10. Lead and analyze consumer engagement, conversions, and site traffic with our Data Manager. 
Utilize data and insights to continuously refine existing campaigns 

11. Measure and report performance of all digital marketing initiatives 

12. Oversee PR and community initiatives to drive awareness and engagement 

13. Track and communicate results to leadership and continuously hit revenue targets 
 
MUST-HAVES 
o At least 7 years of experience leading marketing and creative teams, ideally with a recent focus in the 

digital space. 
o A strong, well-rounded portfolio that includes multiple examples of social, web, email, above-the-line, 

print and content creative executions.  
o A proven track record of managing and inspiring team members to develop successful marketing 

campaigns 
o Experience building and optimizing acquisition, loyalty marketing, and retention programs 
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o A faith background that understands the modern Christian donor and church environment 
o A strong, focused modern sense of visual style and taste. 
o Ability to clearly articulate a vision while remaining open to new ideas and opportunities. 
o Proven experience concepting and generating actionable and innovative ideas that are supported by 

data and insights. 
o Demonstrated ability to operate both strategically and tactically. 
o Excellent management skills.  
o Strong interpersonal and communications skills with the ability to work well cross-functionally and cross 

culturally 
o The desire and ability to be thrifty and innovative, working with a very lean marketing budget to 

accomplish your goals 
 

SKILLS 

You’re obsessed with the details. 
You’re meticulous. You know attention to detail is critical regardless of whether anyone is watching, and you 
strive for excellence in everything you do. 

You have a team ethos. 
You thrive in a creative, inventive, start-up environment, with people who are passionate about their work 
and mission. You’re excited to work cross-functionally and cross culturally with a global team. You enjoy 
working with others to reach common goals and objectives.  People enjoy working with you because they 
know they can trust that you know your stuff. 

You love our supporters. 
You're passionate about giving every person who interacts with the Tutapona brand an unforgettable 
experience. You thrive on understanding what makes people tick. You’re keen to understand the motivations 
of our supporters, and then share that intelligence to help other teams develop stronger performing 
strategies. 

You’re a mentor. 
You enjoy managing and training team members and understand how to maximize their skills and strengths. 
You’re deeply invested in growing people, and in helping them bring new ideas to life. 

You're a communication ace. 
You know that the secret to success is keeping people in the know. You not only know what to communicate 
but when, how and why it’s important. You possess exceptional interpersonal, oral and written 
communication skills. 

You take initiative. 
You see something that needs improvement and you take action. You propose solutions to problems. You 
have a proven ability to plan, lead and produce creative projects from concept through implementation. 
You’re proactive about making sure various departments have the information they need about your projects. 
 
EDUCATION AND EXPERIENCE 

• Bachelor's degree in Marketing, Journalism, Public Relations or related communications field.  
• 7 years experience as a respected leader in multichannel content creation (publishing, journalism, 

etc.); or equivalent combination of education and experience.   
• A proven track record of success and innovation with web based marketing techniques intended to 

increase user engagement and build loyalty. 
• Experience creating compelling messages for different target demographics. Crisis communications 

experience a plus. 
 


