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Job Announcement 

Communications Manager 
Full-time: 32 hours week                                                                                                                       

Compensation: $49,500-$51,500, health benefits, paid time off                                                                

Location: Hybrid position divided between working in CLAM office several days a week in Point 

Reyes Station and remotely 

Start date: March 15, 2023 and after 

 
POSITION OVERVIEW 
The Communications Manager position reports to the Development & Communications Director. 
This position will support CLAM’s goals, projects, and new initiatives that increase opportunities 
for local affordable housing. Specifically, the Manager will support the communications functions 
of the organization and collaborate regularly with the Executive Director, Board, Latino Advisory 
Council, and CLAM staff to develop and implement CLAM’s communications strategies.   

The ideal candidate will understand and appreciate the importance of integrating fundraising, 
communications, and community engagement, and will enthusiastically embrace the mission and 
culture of CLAM. The candidate will be self-motivated, a highly skilled multi-tasker, and effective 
communicator with a keen attention to detail. The position requires knowledge and experience of 
the use of many communication techniques and platforms to reach CLAM members, donors, 
community members and partners, potential supporters and partners. 

KEY DUTIES AND RESPONSIBILITIES 

Communications (70%) 
● Implement CLAM’s communications strategies, including producing its monthly CLAMbites 

e-newsletter in English and Spanish, weekly internal staff and board eblast, hard 
newsletters, quarterly donor update, year-end e-appeals, annual report, and other 
member/donor/resident/community-at-large communications 

● Write content for communications in collaboration with program and fundraising staff 
● Review and edit content to ensure communications across programs and platforms 

project a consistent message and branding 
● Maintain CLAM website content and support site development with external web 

developer and in partnership with Program staff, maintain Coast Guard website 
● Manage small graphic design projects, for emails, social media, newsletters, etc., 

interfacing with contract graphic designers, copywriters as project complexity requires 
(includes doing graphic design) 

● Organize, maintain and build digital photo library to complement communications needs 
● Manage social media platforms, including Facebook, Instagram, and Facebook en Español  
● Draft media releases and promote CLAM news in the media 
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● Manage small video editing projects and upload videos to the organization’s YouTube; 
manage the organization’s YouTube page 

Support Other Fundraising & Communication Activities & Program Related Events (10%)   
● Attend Fundraising & Communication Committee meetings as necessary 
● Assist with event preparation and special projects, including event invitations, flyers, ads, 

social media posts, eblasts, programs and interpretive signage  
● Participate in organization-wide individual donor fundraising activities. 
● Support program staff as needed 

 
Data Management (5%) 

● Manage back end of member email system (MailChimp), including creating & cleaning lists 
and setting up emails 

 
Planning (10%) 

● Create and update annual Communications Plan 
● Identify key messaging annually 
● Track expenses and assist with annual communications budget projections 

 
General Administration (5%) 

● Attend staff, board, and Fundraising Committee meetings as necessary to coordinate and 
support CLAM’s work with staff and board 

● Contribute to regular office maintenance and record-keeping and other tasks as needed 

out and attend professional development opportunities 

● Other duties as assigned 

 

REQUIRED SKILLS, KNOWLEDGE AND EXPERIENCE 

● Excellent written and verbal communication skills 

● Skilled in social media and online platforms for communications; including MailChimp and 

Canva and MailChimp 

● Highly proficient in Windows, Microsoft Office and Google Suite 

● Excellent organizational, time management and problem-solving skills 

● Keen attention to detail, accuracy 

● Ability to work independently 

● Sound judgment and willingness to ask for help 

● Desire to work in a small team environment 

● Demonstrated ability to work effectively with various constituencies, including Board and 

staff members, donors/members, and members of the broader community 

● Ability and willingness to work some evenings and weekends 

● Commitment to CLAM’s mission. 
 

Additional desired skills, experience, and qualities include: 

● Bilingual Spanish/English preferred 

● Proficient using CRM or managing a donor database; experience with DonorSnap is a plus 
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● Demonstrated commitment to racial and social justice 
 
ABOUT CLAM 
CLAM's mission is to provide stable and permanently affordable homes in an environmentally 
responsible way in the communities surrounding Tomales Bay. As a community land trust, CLAM 
removes land and housing from the speculative real estate market, holding it “in trust” to serve as 
a long-term community asset for housing. In historically segregated Marin County, with one of the 
country’s most expensive housing markets, CLAM works to advance racial and economic equity by 
enabling families to purchase and rent homes affordably, thereby preventing displacement and 
empowering families and individuals to advance economically and thrive within their 
communities. Many who work in health care, agriculture, and the hospitality and service sectors 
commute 30-60 minutes to their jobs here. The lack of affordable local housing makes it difficult 
for local businesses and services to recruit and keep employees. 
 
Founded in 2001, and powered by a dedicated, talented, and knowledgeable team of staff, Board, 
and other community volunteers, CLAM has grown to provide or facilitate housing to 66 people 
who work, live, and go to school throughout the community. CLAM tenants include renters, 
owners of two Community Land Trust homes, and those residing in affordable second units in 
privately owned homes facilitated by CLAM’s Real Communities Rental program. These homes 
only begin to meet the need for local affordable housing, and CLAM continues to work to expand 
the stock of housing affordable to local families, workers, and seniors. CLAM is currently involved 
in a multi-year project to rehabilitate a 54+-unit former Coast Guard housing site in Point Reyes 
Station as well as seeking other opportunities to provide affordable housing. CLAM currently 
manages 20 units of rental housing, including five single-family homes and two small apartment 
buildings. 
 
Presently, CLAM has an annual budget of nearly $1.4 million and significant property assets.  
CLAM’s office is located off Highway 1 in Point Reyes Station in West Marin. We offer a 
collaborative and supportive work environment with competitive pay and benefits, including 
personal time off, health insurance, and a family-friendly approach. Our team of committed 
professionals and Board of Directors bring their passion and talents together to support CLAM’s 
mission. 
 

TO APPLY 
Interested candidates should submit your resume and a cover letter describing your interest in the 
position and qualifications to: jobs@clam-ptreyes.org. Include contact information. Cover letter 
required for review of application. Please specify position in subject line. 
 
Frequently cited statistics show that women and people of color, as well as other structurally 
marginalized groups, apply to jobs only if they meet 100% of the qualifications. CLAM 
encourages you to break that statistic and to apply! No one ever meets 100% of the 
qualifications. We look forward to your application. 
 
Applications will be accepted on a rolling basis until we find the right candidate for the position. 
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EQUAL OPPORTUNITY EMPLOYER 
CLAM is an equal opportunity employer. We are dedicated to providing a work environment free 
from discrimination and harassment, and where employees are treated with respect and dignity. 
 
As part of a community of nonprofit organizations of West Marin, CLAM has signed on to the 
following joint statement: 
 
We acknowledge the systemic racism at play in our country and county, and commit to facilitate 
change and foster the inclusivity that this moment in history demands. We recognize that this is 
the work we must do to truly live out our values of equity and inclusion. 
 
Together we agree to: 

• Carry out our own internal work within our respective organizations to address 
bias and racism, while advancing equity, diversity and inclusion; 

• Share our learning with each other for more effective action; and 

• Collaborate as West Marin nonprofits to work with our communities in 
confronting systemic racism. 

• We draw our inspiration from courageous leaders who over the centuries have 
challenged exploitation, racism and violence. 

 


