
Communications Manager

The Communications Manager will be responsible for managing communications projects and the day-to-
day operations of the Communications Department. The Communications Manager works closely with the 
Director of Communications and members of the Communications Department to produce and 
disseminate material to garner public support for programs of Zakat Foundation of America. The 
Communications reports directly to the Director of Communications. 

The Communications Manager must thrive in a fast-paced environment where he/she manages a diverse 
team in executing the directives received from the Director of Communications. This position requires the 
ability to manage multiple projects simultaneously, provide critical guidance and feedback to staff 
members in developing each project, conducts quality assurance, and tracks the progress of each project 
and staff member within the Communications Department. This position also provides support to the 
Director of Communications in conducting oversight and developing communications policies and 
procedures, providing detailed level insight to help enhance the functioning of the department.

Duties and Responsibilities:

 Keep an up-to-date project tracker of tasks, deadlines, and assigned work of team.
 Manage the staff in Communications Department, providing role orientation, training, feedback, 

and creative direction as necessary.
 Oversee content and design development of all communications projects as well as conduct quality

assurance (e.g. website redesign, print publications, marketing collateral, etc.).
 Lead conceptual development and the various production processes of multimedia content.
 Coordinate printing and mailing of materials.
 Assist Director of Communications in launching efforts to raise funds in the wake of an emergency 

(e.g. natural disaster, etc.).
 Assist Director of Communications in creating professional development plans for and evaluating 

progress of communications staff.
 Identify and propose new opportunities to expand ZF presence to target audience.

Required Skills/Experience:

1. Bachelor’s Degree with a communications, marketing, or other relevant focus from an accredited 
college or university. Background in charitable work a plus.

2. Minimum of 3-5 years of experience in journalism, advertising, and/or social media.
3. Strong English reading, writing, and proofreading skills.
4. Knowledgeable of media environments.
5. Strong project management and time management skills.
6. Deadline-driven, highly organized, team-oriented, and priority-focused.
7. Ability to manage multiple stakeholders at any given stage.
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8. Familiarity with using CMS to post materials to the web.
9. Knowledge of Microsoft Office and social media platforms, such as Facebook, Twitter, and 

Instagram.
10. Knowledge of Adobe Illustrator, InDesign, and Photoshop is a plus.
11. Ability to exercise sound judgment.
12. Confidentiality: Assure discreet handling of all ZF related business.
13. All applicants must be U.S. Citizen, U.S. permanent resident or otherwise legally authorized to work

In the U.S. No visa sponsorships.

Environment

1.   Position requires frequent and regular phone and computer use.
2.   Workplace is smoke-free and drug-free environment.
3.   Equal opportunity employer.

To Apply

1. Interested candidates with a combination of significant, relevant on-the-job experience and 
education meeting the minimum requirements may apply.

2. Submit the following: a cover letter describing your interest in this position, résumé, writing
samples, and salary requirements. Incomplete applications may not be considered.

3. Email applications to  jobs@zakat.org with COMMUNICATION MANAGER -YOUR- LAST-NAME in 
the subject line. NO PHONE CALLS will be accepted regarding this position.
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