NORTHWEST PORTLAND AREA INDIAN HEALTH BOARD

Job Posting Closing Date: 9/15/2020

Job Title: 
Communications Director
Reports To: 
Executive Director
Department:
Program Operations

Salary: 

$75,000-90,000 DOE 
Status: 
Salary, Exempt
Classification: Full-Time, Regular w/ benefits
Location: 
Portland, Oregon

Job Summary:  
The Northwest Portland Area Indian Health Board (NPAIHB) is seeking to hire a Communications Director to work across different projects within the organization to coordinate an organization-wide communications strategy. The Communication Director is a key position within NPAIHB, providing critical administrative, project, and policy support to the entire organization. This position will be responsible for working collaboratively with all staff to implement a dynamic communications plan to support the NPAIHB strategic plan, vision and mission to eliminate health disparities and improve the quality of life of American Indians and Alaska Natives (AI/AN) by supporting Northwest Tribes. The position requires strong organizational and communication skills, knowledge of print media, social media, e-mail communication platforms, and web-based media, and the ability to think strategically about how to use media and outreach to support the organization and Northwest Tribes as they are seeking to strengthen their healthcare programming and to tell their stories. The successful candidate will be an individual with vision, passion, commitment, knowledge, skills and a proven track record in achieving measurable advancements. 
This is funded, in part, by project grants and is dependent on receipt of grants or contracts.

Essential Functions: 
· Plan, coordinate, and implement the communications and public relations function for the organization (which includes but is not limited to timely and consistent website updates and creative contribution and vision for Board-generated projects and campaigns). 
· Manage the NPAIHB’s website, Facebook, Twitter, Instagram, and other social media channels, guiding NPAIHB staff and external consultants to ensure content is high quality and up-to-date.
· Lead the development of social marketing, informational, and educational materials and campaigns to support the organization’s public health, advocacy, and information dissemination activities. 

· Lead on development and designing, updating, maintaining and standardizing all of NPAIHB’s multiple websites and microsites.  
· Coordinate all efforts to standardize organization branding and logo usage, including work with a vendor to develop new, complementary NPAIHB and EpiCenter branding (logos, color palates and style guides). 
· Work with NPAIHB projects to integrate NPAIHB and EpiCenter branding across communication channels: website(s), reports, fact sheets, newsletters, letterhead, PowerPoint slide decks and other NPAIHB materials.
· Work with Board projects to better communicate activities, data findings, policy priorities, and project impacts across NPAIHB communication channels.
· Coordinate the production and distribution of NPAIHB publications, newsletters (in both print and electronically), reports, and mailings.

· Develop and execute email programs (e.g., Constant Contact) as part of communications strategies, campaigns and actions.
· Work to ensure that all webpages and publications comply with section 508 of 29 U.S.C. § 794 (d), and other applicable publishing and copyright laws.
· Develop web-based communications strategies to promote NPAIHB events, programs, advocacy, fundraising and other activities including websites and email marketing. 

· Assist with the creation of press packets and other communications-related toolkits to support broad-based information dissemination efforts. 
· Prepare, research, and write content for website(s), publications, public comments, press/media releases, newsletters, public speeches, presentations, resolutions, fact sheets, and trainings.
· Create rich and creative content that is optimized for search engines.
· Establish and maintain effective working relationships with representatives of the print and broadcast media, Northwest Tribes and tribes nationally, regional and national tribal organizations, private and public organizations and other parties interested in the health programs and activities of American Indian and Alaska Natives.
· Assist with the preparation of funder and grant reports, as well as internal reporting on project progress.
· Assess the needs and preferences of Northwest Tribes and other NPAIHB key stakeholders and audiences, and sequence communication across preferred channels.
Additional Functions: 

· Performs other duties and assignments as directed by the Executive Director.

· Prepares a Monthly Activity Report (MAR) and provides to the Executive Director at the end of each month.

Standards of Conduct: 

· Consistently exhibits professional behavior and a high degree of integrity and impartiality appropriate to the responsible and confidential nature of the position.

· Consistently displays professional work attire during normal business hours.

· Effectively plans, organizes workload, and schedules time to meet workload demands.

· Maintains a clean and well-organized office environment.

· Expected to exercise judgment and initiative in performance of duties and responsibilities.

· Works in a cooperative manner with all levels of management and with all NPAIHB staff.

· Treats NPAIHB delegates/alternates and American Indian/Alaska Native people with dignity and respect and shows consideration by communicating effectively.

· Participates willingly in NPAIHB activities.

· Abides by NPAIHB policies, procedures, and structure.

· Researches and with the approval of supervisor, attends trainings as needed to improve skills that enhance overall capabilities related to job performance.
Required Qualifications: 
Required qualifications include, but are not limited to the following: 

· Undergraduate or advanced degree (preferred) in public relations, public affairs, journalism, communications; or related field

· Minimum of 3 years’ experience working in the communications field

· Experience with web design and maintenance, marketing and communications planning, printing and publication, and social marketing
· Experience with email communications platforms (e.g., Constant Contact), social media, text/digital messaging, and Slack

· Experience with cross-project collaboration 
· Working knowledge of digital analytics across channels and platforms and be able to support NPAIHB by making meaning of the analytics to strengthen their engagement with key audiences
· Experience with PHP, and SQL a plus

· Proficiency in Photoshop XD, or other prototyping tools
· Experience in WordPress programming

· Up-to-date with the latest UI trends, techniques, and technology

· Experience successfully creating new projects
· Excellent verbal and written communication and interpersonal skills, including proven success and experience with different writing styles

· Strong organizational skills combined with the ability to multi-task and prioritize in a timely manner

· Experience working for a tribe or tribal organization

· Knowledge of the issues and trends in American Indian and Alaska Native health, and a strong interest to playing an active role to strengthen for American Indian and Alaska Native health and well-being

Physical Demands: Frequently involves sedentary work:  exerting up to 10 pounds of force and/or a negligible amount of force to lift, carry, push, pull or otherwise move objects, including the human body.

Physical Requirements: Constantly requires the ability to receive detailed information through oral communications, and to make fine discrimination in sound. Constantly requires verbally expressing or exchanging ideas or important instructions accurately, 

loudly, or quickly.  Constantly requires working with fingers rather than the whole hand or arm. Constantly requires repetitive movement of the wrists, hands and/or fingers.  Often requires walking or moving about to accomplish tasks.  Occasionally requires standing and/or sitting for sustained periods of time.  Occasionally requires ascending or descending stairs or ramps using feet and legs and/or hand and arms.  Occasionally requires stooping which entails the use of the lower extremities and back muscles.  Infrequently requires crouching.

Typical Environmental Conditions: The worker is frequently subject to inside environmental conditions which provide protection from weather conditions, but not necessarily from temperature changes, and is occasionally subject to outside environmental conditions.

Travel Requirements: Due to COVID-19, NPAIHB staff are teleworking until further notice from NPAIHB Executive Director and pursuant to national and local public health directives. In the future, travel may be required (average of 4 days per month) for this position in the Northwest to quarterly board meetings, conferences or trainings, tribes, and on occasion, nationally, to document NPAIHB activities. 
Disclaimer:  The individual must perform the essential duties and responsibilities with or without reasonable accommodation efficiently and accurately without causing a significant safety threat to self or others. The above statements are intended to describe the general nature and level of work being performed by employees assigned to this classification. They are not intended to be construed as an exhaustive list of all responsibilities, duties and or skills required of all personnel so classified.

Except as provided by Title 25, U.S.C. § 450e(b), which allows for Indian preference in hiring, the NPAIHB does not discriminate on the basis of race, color, creed, age, sex, national origin, disability, marital status, sexual orientation, politics, religion, membership or non-membership in an employee organization.

Applications can be found online at www.npaihb.org
SEND RESUME AND APPLICATION TO:

Human Resources Manager

Email:  HR@npaihb.org
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