
Tutoring Chicago
Position Open: Marketing/communications manager
Full-time: 30 or 40 hours a week; at-will employee
Location: Tutoring Chicago is located in downtown Chicago. Ideal candidates live in the
Chicago or greater Chicago area; open to qualified candidates located outside of the
Chicago region.
Flexible schedule, work is mostly remote with some in-person expectations (Chicago).
Salary range: low 40’s-50’s plus competitive benefits including health, dental, life,
retirement and flex PTO. Pay based on experience and agreed upon schedule.

Tutoring Chicago is committed to purposeful inclusion in our workplace, and candidates of
diverse backgrounds and identities are strongly encouraged to apply. Tutoring Chicago is
an Equal Opportunity Employer. Personnel are chosen on the basis of ability without
regard to race, color, religion, sex, age, national origin, veteran status, disability, marital
status, sexual orientation, gender identity or gender expression. This is in accordance with
federal and state law.

Background: Tutoring Chicago is a 501c3 non-profit organization that delivers the power
of education through one-to-one tutoring. Since 1965 the organization has provided free
one-to-one tutoring with the help of hundreds of volunteers each week. In the 2021-22
school year, Tutoring Chicago will serve 1000 students a week with over 1000 volunteer
tutors.

Role Summary: The marketing/communications manager is responsible for executing the
communications strategy and marketing plans for Tutoring Chicago. This position will
manage social media activity on a daily basis, work collaboratively with all colleagues to
anticipate and respond to communications needs, manage the organization’s external
communications schedule and content, and gather stories and photos that document the
work of the organization.

The marketing/communications manager reports to the director of development and
marketing and executive director. This position could be an average of 30 or 40 hours a
week, based on the potential employee’s experience and availability.

Must have:
● Demonstrated experience with the lead and execution of communication

management, including strategy, workflows, content creation, and scheduling.



● Demonstrated experience with the lead and execution of social media strategy,
including multi-platform management, creating high quality, branded content,
execution, audience growth and reach; successful campaign management

● Overall management of Constant Contact (or similar platform) communication
● Demonstrated experience creating high quality promotional materials
● Demonstrated experience with graphic design
● Experience working in a team environment and in a decision making capacity
● Must possess the ability to take ownership and show initiative, can work on an

individual basis or within a team, does not need a lot of oversight or direction to
execute job responsibilities

Nice to have:
● Demonstrated experience in Canva
● Demonstrated experience creating mass print and digital appeals
● Demonstrated experience with Google Ads
● Experience with project management tools (ex. Asana)
● Experience with Salesforce or other CRM

Key Responsibilities
● Lead and execute external communications strategy, including scheduling,

creating and curating content, and reporting on all communication.
● In cooperation with the director of community engagement, create and lead the

communication strategy to reach the organization’s recruitment objectives.
● In cooperation with the director of development and marketing, create and lead the

communication strategy to reach the organization’s fundraising objectives, including
mass giving appeals.

● Work closely with the technology director to ensure mailing lists are updated in
Constant Contact based on Salesforce activity.

● In cooperation with the director of development and marketing, create and lead the
social media strategy for the organization, including content creation, day-to-day
execution, and reporting for maximum reach and growth, both paid and organic.

● Create and manage social media ads to help reach the organization’s recruitment
and fundraising objectives.

● Minding the Tutoring Chicago brand and efficiency of marketing ecosystem
● Manage prioritization of tasks and projects based on need, timing, usage, urgency,

and audience
● Create content for high-priority needs including: brochures, quarterly newsletters,



recruitment materials, ads, event materials, invitations, etc. as requested.
● Lead the project management and graphic design of the impact report and the

annual report.
● Conduct stakeholder interviews and craft compelling stories/testimonials to be used

for newsletters, direct mail, website, etc.
● Work closely with the technology director on updates/optimization of Tutoring

Chicago website

To apply: Email hiring@tutoringchicago.org with the following:
1. Subject line: Marketing/communications manager
2. Attach resume
3. Include cover letter and work samples (minimum of three

screenshots/PDFs of external marketing materials/posts that
you have directly created)

mailto:hiring@tutoringchicago.org

