
 

 
 

VACANCY ANNOUNCEMENT 
 
 

TITLE:   COMMUNICATIONS AND ENGAGEMENT MANAGER  
DEPARTMENT:  Development & Communications 
REPORTS TO:   Director of Development & Communications  
SALARY RANGE: $56,000, plus excellent benefits 
DATE:   October 2016  
 
ABOUT GRAND ST. SETTLEMENT 
Grand St. Settlement was founded in 1916, in the middle of New York City’s settlement house boom, a 
response to the emergent needs of immigrant populations flocking to lower Manhattan. Community activists 
and philanthropists recognized the need for neighbors to work together in order to break cycles of poverty; 
the original settlement house model encouraged neighbors to give of their time, talents, and resources in 
order to lift one another out of poverty, build a community, and in turn enrich the quality of their own lives.  

 
A history steeped in advocacy and social change enables the agency to consistently grow in size and impact.  
Today, Grand St. Settlement serves thousands of New Yorkers in Manhattan and Brooklyn with a continuum of 
human services and programs for all ages. Thanks to a commitment to inclusive diversity and cultural 
competency, Grand St. Settlement continues to evolve, a true reflection of the communities it serves.  An 
historic milestone is fast approaching. In 2016 the agency celebrates its 100th anniversary, marking a century 
as a cornerstone of the New York City philanthropic community. 
 
JOB SUMMARY 
The Communications and Engagement Manager will strengthen and unify cohesive branding, identity, and 
messaging throughout the agency, both internally and outward-facing. This role serves as the lynchpin for 
cohesive annual fundraising efforts that align program impact, community advocacy, campaigns and events 
with agency mission and core values while communicating the dedication and commitment of the Board and 
staff to the public. 
 
The Communications and Engagement Manager will integrate and coordinate all of Grand St. Settlement's 
communication platforms, its programs and fundraising, including digital (website, social media channels, 
email) and print publications (agency collateral, fact sheets, flyers), and community visibility (indoor and 
outdoor signage, flags, t-shirts), with consistent messaging and branding. The Manager will oversee project 
management among creative staff and event and design consultants. In this role, the Strategic 
Communications Manager will compose, edit, curate and manage the production of a full range of material for 
Grand St. Settlement’s upcoming capital campaign. 
 
The Manager will also coordinate all media relations and outreach for Grand St. Settlement programs, events 
and advocacy, executing an annual communications plan to ensure Grand St. Settlement’s mission and 
initiatives are understood and widely known. The Manager will compile, organize and update an outreach list 
of media contacts. The Manager will identify and train a core group of media spokespeople. 
 



 
The Manager will work to collect and share the stories of Grand St. Settlement and our constituents in order 
to show the community who we are and how we add value to New York City history, culture and human 
services. This will include aligning fundraising with program and infrastructure initiatives to generate General 
Operating Support, as well as to increase opportunities to create connections between donors and programs. 
 
EDUCATION, EXPERIENCE AND SKILL REQUIREMENTS 

 Commitment to the mission of Grand St. Settlement 

 At least 2 years implementing strategic communications 

 Bachelor’s degree required, Master preferred 

 Experience developing and managing digital and print communications  

 Ability to articulate the organization’s case for support, and proven ability to align fundraising 
opportunities with points of engagement with key stakeholders 

 Strong project management skills, including developing and managing project timelines and deliverables 

 Excellent interpersonal skills and emotional intelligence 

 Excellent social skills and the ability to interact with people from a wide diversity of backgrounds and 
cultures 

 Ability to work collaboratively in a fast-paced, multi-site and demanding environment 

 Experience with fundraising campaigns and events  

 Ability to communicate effectively, both verbally and in writing 

 Excellent organizational skills with commitment to follow-through 

 Familiarity with the New York philanthropic community is helpful 
 
RESPONSIBILITIES 
CAPITAL CAMPAIGN 

 Working with the Directors of Development and Capital Projects, manage messaging and communications 
to ensure high level of message, identity, and concept alignment, especially in the Capital Campaigns case 
for support. 

 Manage relationships with vendors and consultants engaged for the Capital Campaign (Feasibility Study, 
Media Audits, Public Relations, Events, Design). 

 Serve as liaison between Grand St. Settlement and firm retained for Capital Campaign Feasibility Study on 
development of case for support and act as the GSS point person for developing a case for support that 
aligns agency, centennial and capital campaign needs.  
 

SOCIAL ENTERPRISE CAFÉ 

 Develop marketing & communications strategy for café 

 Act as liaison for legal consultants around all branding and trademark issues surrounding café 

 Act as brand manager for cafe 
 

COMMUNICATIONS 

 Advance and administer branding guidelines, including messaging, design and content 

 Develop digital strategy and provide oversight and maintenance for all web-based and digital platforms 

 Develop, oversee, and coordinate social media content and strategy across sites and programs 

 Create, manage, and coordinate agency collateral and communications materials across sites and 
programs 

 Manage relationship between Grand St. Settlement and any Communications or Public Relations 
consulting teams, and act as the point person for any communications and PR committees or groups 

 Cultivate and manage press and media kits, inquiries, lists and pitches 



 Have a passion for perfection in brand implementation, and see oneself as the brand’s guardian and 
enforcer 

 Develop and manage annual communications plan, goals and budget 
 

DEVELOPMENT 

 Create identity, design and messaging for major campaigns and events (Let’s Pretend and Taste of the 
Lower East Side) 

 Support Institutional team with research, grant-writing and gathering necessary documents as needed 

 Assist in preparation for Board meetings. 
 
 

HOW TO APPLY 
Please send an email using subject header “Communications and Engagement Manager” with 1) your resume, 
2) a cover letter outlining how your skills and experience meet the requirement of the position and how you 
heard about this opportunity, 3) a relevant writing sample, and 4) three professional references that we can 
contact (at least one should be from a former supervisor) to: development@grandsettlement.org 

 
No phone calls, please. 

EOE 
 

mailto:development@grandsettlement.org

