
	

Center for Volunteer & Nonprofit Leadership 
Marketing & Communications Assistant 

Position Description 
September 24, 2019 

 
Status: Non-exempt, Part-time  
Reports to: Marketing & Communications Director 
Location: Santa Rosa office 
 
Position Overview 
Center for Volunteer & Nonprofit Leadership (CVNL) is seeking a Marketing & Communications Assistant. 
Reporting to the Director of Marketing & Communication, the assistant is responsible for supporting the 
development and implementation of CVNL’s communication strategies. This position will be working out of our 
Santa Rosa office.  
 
Serving the Bay Area for over 50 years, CVNL knows that passion alone isn’t enough when it comes to creating 
strong nonprofits. With a mission to advance nonprofits and volunteerism by strengthening leadership, encouraging 
innovation, and empowering individuals in our community, CVNL works with aspiring and established leaders every 
day to help them build the skills and connections that can take their impact to the next level. www.cvnl.org 
 
Working closely with the Marketing & Communications Director, the assistant is responsible for helping with the 
planning, development, and implementation of CVNL’s marketing strategies, marketing communications, and public 
relations activities (both external and internal) that promote, enhance, and protect the organization's brand 
reputation. This individual will help ensure proper technologies are implemented, up-to-date, and functioning to 
support marketing and communication goals to grow CVNL’s base of clients, members, volunteers, and business 
leads. The Assistant will support digital channels and platforms (social media, websites, e-communications, etc.).   
 
RESPONSIBILITIES: 

• Support development of all CVNL print communications and collateral including: brochures, flyers, mailers, 
postcards, print ads, branded materials/presentations, and event/service-specific materials 

• Using key technologies, oversee electronic communications; track performance indicators and metrics; 
relay appropriate data to department heads and staff; manage relationships with associated vendors 

• Working with the Director, oversee CVNL’s website(s); manage copy, layout, and visual identity; support 
online events calendar and CVNL blog; ensure plugins and integrations are functioning properly and up-to-
date; manage back-up’s and updates 

• When requested manage multimedia assets, creative partners and contributors, including photography and 
videography 

• Provide support and oversight to staff in the development and execution of the communications strategy 
• Guide email audience segment development and integration with CRM  
• Work with the leadership team to create and publish resources, print and online, to advance CVNL’s image 

as a go-to resource for nonprofit leaders  
• Maintain marketing communications records 

 
QUALIFICATIONS: 

• Bachelor's degree in graphic design, journalism, communications, or related field  
• Minimum two years’ experience in marketing and/or communications 
• Demonstrated digital marketing experience; must be familiar with Google Ads, Analytics, SEO, and basic 

customer acquisition principles/tactics  
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• Demonstrated experience managing strategic communications and marketing programs to advance an 
organization's mission and goals 

• Experience in planning, writing, editing, graphic design and production of newsletters, press releases, 
annual reports, marketing literature, and other print publications and directories 

• Self-reliant, good problem solver, results oriented 
• Energetic, flexible, collaborative, and proactive 
• Strong skills using communications software including: Microsoft Office (PowerPoint, Excel, Word), Adobe 

Creative Cloud (InDesign, Photoshop, Illustrator), WordPress 
• Knowledge and understanding of social media platforms, promotions, and engagement methods 
• Passion for CVNL’s mission 

 
Salary and Benefits: 
Salary will be commensurate with experience. This is a part-time non-exempt position with benefits. 
 
To be considered as an applicant: 
Email resume and cover letter to: ljacobs@cvnl.org.  Include in the subject: “CVNL Marketing & Communications 
Assistant” 
 
No phone calls please. 

 
CVNL is an equal opportunity employer and makes employment decisions on the basis of qualifications. CVNL 
policy prohibits unlawful discrimination in any employment decision based on pregnancy, childbirth or related 
medical conditions, race, religious creed, color, national origin or ancestry, physical or mental disability, medical 
condition, marital status, age, sexual orientation or any other basis protected by federal, state or local law or 
ordinance or regulation. 

 
Submission of your application is not an offer of employment or an employment contract. 

 
 


