
 

 
 

JOB ADVERTISEMENT 

Communications Project Specialist, Ed Tech Portfolio 
(Project Management Focus) 

 
The Foundation for California Community Colleges is on a mission to double its impact in the next 10 years. 
We are a group of relentless optimists and innovators in education, working collaboratively with public and 
private partners to help improve the student experience and expand pathways to economic and social 
mobility in communities across California. We are seeking a communications professional experienced 
in project management to coordinate the work of a creative team and oversee client relations for a 
portfolio of education technology tools developed by and for the California Community Colleges—
the largest and most diverse system of higher education in the nation. 

 
What you’ll do: You will be the client-facing contact and provide day-to-day project management for a 
portfolio of education technology projects designed to benefit students and colleges. You will help manage 
the processes of conducting audience research, developing stakeholder communications, and launching 
marketing campaigns to simplify and streamline the student journey. You work will bring greater consistency 
to communications and marketing efforts for California Community College technology products and 
services. 

 
What you bring: You enjoy making connections with people, driving toward results by engaging the 
commitment and buy-in of others. You thrive in a fast-paced environment and can manage multiple projects 
to completion with measurable results. You have developed and led the execution of large communications 
and marketing campaigns on time and under budget. You’re following and implementing trends in education 
technology adoption, user research, and design thinking. You are committed to inclusion in communications 
and marketing, including multi-lingual outreach, diverse representation, and accessible design. Experience in 
public sector technology development or postsecondary stakeholder engagement is a plus. 

 
What we offer: You’ll join a group of mission-driven, passionate, equity-minded individuals with a strong 
desire to impact and change people’s lives for the better. Our projects serve the California Community 
Colleges from an office located in downtown Sacramento’s thriving R Street corridor. Our benefits include 
the CalPERS defined benefit retirement plan, generous medical, dental, and vision, tuition reimbursement, 
and more. 

 
To learn more about the position, read the full job description > 

 
For immediate consideration, please submit a letter of interest and resume saved as Microsoft Word 
(.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please include in the 
subject line: “Communications Project Specialist, Ed Tech Portfolio”. 
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JOB DESCRIPTION 

Communications Project Specialist, Ed Tech Portfolio 
 
Category: Full-time, Exempt 
Supervisor: Communications Manager 
Date Created: 9/25/19 

 
Join a highly creative, collaborative, and award-winning team working together to benefit, support, and 
enhance the California Community Colleges—the largest and most diverse system of higher education in the 
nation. Incorporated in 1998, the Foundation for California Community Colleges (Foundation) is the official 
nonprofit serving the California Community Colleges (CCC) Board of Governors and Chancellor’s Office. 

 
The Foundation is the trusted partner of the California Community Colleges— facilitating collaboration, 
accelerating innovation, and increasing systemwide resources. Our work helps to benefit all 2.1 million 
California Community College students and beyond, with several programs active in regions across the 
nation. 

 
Job Purpose 
The Communications Project Specialist position is an excellent opportunity for an individual with strong 
project management skills in campaign planning, budget management, and execution to support a portfolio of 
education technology projects benefiting the California Community Colleges. This position will bring greater 
consistency to communications and marketing efforts for technology products and services designed to 
benefit students and colleges in the largest system of higher education in the nation, all working to achieve the 
goals and commitments of the Vision for Success. The role will support client-facing communication and 
day-to-day project and budget management of stakeholder communications, marketing campaigns, and user 
research, all designed to simplify and streamline the student journey. The Communications Project Specialist 
is a full-time, exempt position working directly with a talented in-house creative team and a variety of external 
stakeholders in an office located in downtown Sacramento’s thriving R Street corridor. 

 
Essential Job Duties and Responsibilities 
Project Planning and Coordination 

 
● Manages communications and marketing projects from start to finish including but not limited to 

awareness campaigns, email outreach campaigns, website development projects, and production of 
major publications. 

● Develops agendas and coordinates meetings with project leads to present outreach strategies and 
report on progress, budget, timelines, and deliverables. 

https://vision.foundationccc.org/


 

● Monitors the implementation of communications plans, tracking completion of tasks, milestones, 
and more, and proactively proposes strategies for continued improvement for a portfolio of projects. 

● Serves as a primary point of contact between external teams and programs supporting the California 
Community College’s education technology portfolio and various stakeholders within the California 
Community Colleges Chancellor’s Office. 

● Coordinates project deliverables from multi-disciplinary teams, including outside consultants, on 
special projects, as required. 

● Maintains constructive and collaborative relationships across teams and provides strategic advice to 
strengthen communications with colleges, students, employees, and other audiences. 

● Develops compelling messages to communicate project benefits to public audiences and project 
stakeholders. 

 
Communications and Marketing Implementation 

 
● Works with a creative team to oversee the production of content for multiple platforms, including 

fact sheets, articles, press releases, talking points, advertisements, email marketing, reports, proposals, 
presentations, websites, video, and social media. 

● Tracks and reports data to measure the performance of campaigns and implemented outreach 
strategies. 

● Works with a user research team (Student Centered Design Lab) to review Ed Tech tools and 
conduct certifications. 

● Collaborates with teams to develop impactful communications strategies and messages that reach 
intended target audiences and distills complex information. 

● Applies the Chancellor’s Office brand standards and guidelines to student- and college-facing tools 
and identifies and works with designers and stakeholders to propose solutions to identified gaps. 

● Offers creative ideas and contributes to group brainstorming and critical thinking sessions. 
● Assumes leadership roles and exercises independent judgment when necessary to support the 

management and completion of projects and maintaining of internal relationships. 
● In partnership with Advancement Division leadership, supports and grows fee-for-service 

communications and technology projects and programs. 
● Effectively represents the Foundation in meetings or at events with governmental agencies, funders, 

community colleges, community groups, and other stakeholders. 
● Defines and expands stakeholder engagement approaches to replicate best practices across projects 

and programs. 
● Participates in professional associations, stays informed of new trends, researches emerging products 

and enhancements and their applicability to Foundation communications and technology projects. 
● Takes on special projects as assigned. 

Supervisory Responsibilities: Monitors the work of interdisciplinary teams to create deliverables 
according to stated timelines; provides supervisory assistance for supporting members of the 
Advancement team. 



 

Level of Supervision: Receives moderate supervision and general direction as to goals and 
achievement of those goals. Evaluated based on the successful achievement of goals. 

 
Education and Experience: 

 
● Minimum of five (5) years of professional work experience in a related communications 

position preferred, particularly experience managing creative projects from start to finish. 
● Relevant degree in project management, communications, marketing, design, English, journalism, or 

equivalent related experience. 
● Demonstrated skill in analyzing communications needs and in developing and implementing 

short-term and long-term communications plans and evaluating results. 
● Project management certifications are a plus. 
● Experience supporting communications in a public education environment or other state agency 

setting is preferred. 
● Evidence of strong communication skills. 

 
Knowledge, Skills, and Abilities: 

 
● Mission-driven and passionate about providing students with stronger pathways to education and in 

building a more just and equitable California overall. 
● Commitment to working to expand access to education, and by extension economic and social 

mobility, in diverse communities. 
● A self-starter and quick learner who is highly motivated and outcome-oriented, always seeking 

innovative new approaches to project execution. 
● A strategic and creative thinker who can problem-solve, working within and across teams to swiftly 

respond to needs across the California Community Colleges. 
● Practices ownership, takes accountability, and has the ability to project manage, prioritize tasks, and 

deliver quality products on time with limited supervision. 
● Ability to work on a fast-paced team and build and maintain collaborative working relationships with 

internal and external stakeholders. 
● Knowledge of, or willingness to learn about, the California Community College system and the 

Foundation’s mission. 
● Ability to respond to changing priorities effectively and efficiently. 
● Excellent skills in researching, interpreting, and compiling technical information. 
● Strong verbal and written communication skills. 
● Strong attention to detail. 
● Experience or interest in audience/user research, website development, and marketing campaign 

budgeting, planning, and implementation. 
● Experience in taking new tools to market and agile methodology. 
● Proficiency in the Google and Microsoft Office suite, online meeting collaboration tools, like Zoom, 

project management tools, like Asana and Jira. 
● Strong understanding of digital communication tools, including websites and web-based applications, 

social media, and email marketing tools. 



 

● Knowledge of communications standards, especially best practices in web communication. 
● Ability to coordinate the work of a communications and technology team. 
● Professional demeanor and ability to maintain discretion and confidentiality. 
● Ability to respond effectively to inquiries or complaints. 
● Proficiency in a language other than English is a plus. 

 
Working Conditions and Travel: 
Well-lighted, heated and air-conditioned indoor office setting with adequate ventilation. Minimal 
overnight travel by land and air. Occasional nights and weekends required. 

 
Physical Requirements 

 
● Ability to work at a computer workstation for periods up to 4 hours at a time 
● Ability to speak on the telephone for a total of up to 3 hours per day 
● Ability to sit for up to 3 hours without breaks at meetings 
● Ability to walk and stand for up to 4 hours without breaks at program site visits and 

meetings 
● Frequent lifting of materials (20 lbs. or less), occasional lifting of items 20 lbs.+ 

 
To Apply: 

 
For immediate consideration, please submit a letter of interest and resume saved as Microsoft 
Word (.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please 
include in the subject line: “Communications Project Specialist, Ed Tech Portfolio”. The application 
process will be open until the position is filled. 

 
The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees 
and applicants for employment without regard to race, color, religion, sex, sexual orientation, gender identity, gender 
expression, national origin, age, veteran status, disability or genetics. In addition to federal law requirements, The 
Foundation for California Community Colleges complies with applicable state and local laws governing 
nondiscrimination in employment. 
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