
 

Communications Associate Job Announcement 
March 19, 2021 

Early Childhood OC is an organization dedicated to promoting the Early Childhood Policy Framework 
across sectors in an effort to ensure Orange County attains economic and social benefits by 
prioritizing children and families. We are fiscally sponsored by Charitable Ventures.  

In line with our communication, outreach and engagement goals, we are seeking a driven media 
specialist to communicate our vision and mission to attract and engage partners across all sectors. 
The goal is to create quality content for social media and maintain and update the website with 
relevant information as directed by the Director and/or the Communication and Engagement 
Committee Chairs.  

This position will be responsible for managing social media channels, analyzing usage, creating 
written and visual content, and updating the website. Other responsibilities include, but are not limited 
to:  

• Manage, grow, monitor, and update all social networking sites (Facebook, Instagram, LinkedIn 
Twitter) by composing and posting content, monitoring feeds, and responding to comments in 
a timely manner. 

• Ensure brand voice stays consistent across all social media channels and blog.  
• Ensure key brand moments, brand campaigns, initiatives and relevant social media content is 

executed on time  
• Follow the monthly content plan for posting daily/weekly posts/content on social media 

platforms 
• Working knowledge and real-world experience in planning, managing, and executing social 

media initiatives 
• Create, coordinate, and schedule campaigns and creative posts on a weekly/monthly schedule 
• Develop and execute plan to increase engagement and acquire new followers  
• Listening and responding to our audience  
• Developing other forms of content for social channels including graphics, photos, and videos  
• Update website with relevant information 

 

Creative and Technical Requirements: 

• Knowledge and experience managing Facebook, Instagram, Twitter, & LinkedIn Accounts 
• Knowledge and experience with Adobe Creative Suite and Canva 
• Knowledge and experience with WordPress 
• Graphic Design skills 
• Standard Microsoft Office Skills 
• Knowledge of Early Childhood  

 



 

Applicant Requirements:  

• Bachelor’s degree in Marketing, Communications, Public Relations, or Journalism  
• One to two years’ experience in social media marketing or copywriting  
• Self-starter, strong time management, organizational skills  
• Experience developing strategies across social media and digital marketing  
• A proven background building a quality online following  
• Proactive and resourceful with a ‘can-do’ attitude  
• Creative skills to contribute new ideas  
• Ability to create engaging social media content  
• Excellent writing, blogging and proofreading ability  
• Ability to work well under pressure and meet deadlines  
• Attention to detail and accuracy  
• Ability to work cooperatively and collaboratively with staff, management, community members 

and volunteers  

Charitable Ventures & Early Childhood OC are committed to the principle of equal employment 
opportunity. We celebrate diversity and are committed to creating an inclusive environment for all. 

 

12 hours per week: $18-$20 per hour 

Please send Cover Letter and Resume to: sandy@earlychildhoodoc.org.  

mailto:sandy@earlychildhoodoc.org

