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Job Description 

 

Position 
(Title): Digital Communications Officer Name:  

Department: Communications Exempt: Yes: X No:  
Supervisor  
(Name): Gail Chalef Supervisor (Title): Senior Communications Officer 

 

 
Basic 
Function: 

The Digital Communications Officer (DCO) is responsible for raising the visibility of Refugees International (RI) 

and strengthening the organization’s impact through the use of a variety of web-based, social media, video, graphic 

design, and digital marketing tools. Under the supervision of the senior communications officer, the DCO manages 

RI’s website and social media accounts and assists with press outreach as needed. The DCO also generates and 

analyzes web and social media metrics, supporting the growths of RI’s marketing and outreach efforts. The DCO is 

responsible for developing and implementing plans to engage target audiences, working closely with the program 

and development teams to achieve RI’s policy and fundraising goals. The position also requires strong writing and 

text editing abilities. 
 

 

% of Time 
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Principal Duties and Responsibilities 

 

Website and Social Media Management 

Website, 

 Coordinates RI’s social media accounts (Twitter, Facebook, Instagram) 

 Collaborate with program and development teams to design and execute social media campaigns. 

 Design and execute social media promotional campaigns, including boosting posts on Facebook and 

Twitter. 

 Work with the senior communications officer to manage RI’s website and generate web analytics to 

maximize effective user engagement. 

 Publish web content, including field reports, policy briefs, statements, blog posts, press releases, photo 

reports, and videos. 

 Handle aspects of the organization’s Google AdWords grant and generate Google analytics. 

 Create and/or edit videos and photos from the field for use on RI’s website and social media and in 

promotional materials. 

 

Digital Design and Publishing 
 

 Generate social media graphics to increase follower engagement. 

 Execute the design and layout of publications, including reports, policy briefs, brochures, etc. 

 Execute or oversee the design of promotional materials for the Development team. 

 

Digital Marketing and Contact Database Management 
 

 Disseminate reports, policy briefs, press releases, e-newsletters, and other promotional content via the 

Engaging Networks digital marketing platform. 

 Update, ensure accuracy and expand RI’s contact database. 

 Work with senior communications officer and the development team to produce e-newsletters and other 
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10% 

direct communications to RI’s supporters. 

 

Other Duties 
 

 Compile reports on activities for staff, board, donors, and foundation reports. 

 Write and edit content and publications as assigned. 

 Participate in RI field missions twice a year or as needed. 

 Assist the senior communications officer with press outreach and other tasks as needed. 

 Support the work of the development team as assigned. 

 

 
Special Education/Experience Requirements: 
 

 Two to three years of experience working as a communications professional for a non-profit, for-profit, or government 
agency; or related professional public relations experience. 

 Experience in website and social media management, as well as digital design and marketing. 

 Experience with or knowledge of international affairs, refugee and displacement crises, and humanitarian assistance. 

 Bachelor’s degree (or commensurate experience) in communications, public relations, international relations, or related 
subjects.  

 Experience studying or working overseas is an asset. 
 

 

 
Special Knowledge/Skills Requirements: 

 Deep interest in and commitment to RI mission. 

 Avid consumer of traditional and social media content and familiarity with emerging media trends, platforms, and 
technologies. 

 Strong background in web-based publishing and social media management. Familiarity with HTML or other 
programming languages an asset. 

 Knowledge of Photoshop, Illustrator, InDesign, Google Analytics, and CRM systems. 

 Strong understanding of SEO and Google Adwords practices and management. 

 Excellent writing and editing skills; ability to write knowledgeably and comfortably about public policy issues and 
research findings. 

 Strong organizational skills and attention to detail. 

 Highly independent and motivated, with an ability to juggle multiple tasks and respond rapidly to fast-breaking events 
and issues. 

 Ability to communicate clearly and effectively in English, as demonstrated in strong writing and editing skills. 

 Willingness to travel to humanitarian crises and isolated places for up to one month per year. 

 Working knowledge of another language (Spanish, French, or Arabic) a plus. 

 This position supports all aspects of event production, which may require some lifting. 

 

 
HOW TO APPLY: 

 
Please apply by February 12, 2018 to jobs@refugeesinternational.org.  Use "Digital Communications Officer” in the subject line and 
include a cover letter, CV or resume, and writing sample. Only finalists will be contacted. Salary commensurate with experience. 
 

 

Prepared 
By: 

Gail Chalef  
Approved By: 

Eric Schwartz 

Date: 
January 12, 2018  

Title: 
President 
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