
 Job Descrip�on: 
 COMMUNICATIONS ASSISTANT 

 ABOUT CITIZEN FILM:  Ci�zen Film is a nonprofit documentary media company dedicated to cra�ing films & site-specific 
 mul�media installa�ons that foster ac�ve engagement in civic life. Our work reaches approximately 1 million people per 
 year in civic spaces, from public parks to PBS.  In addi�on to sparking na�onal reflec�on & place-based ac�on, our works 
 have shown at many of America’s most pres�gious ins�tu�ons, from the Sundance Film Fes�val to MoMA-NY. 

 RESPONSIBILITIES: 
 ●  Public Engagement Campaigns 

 ○  Assist in strategizing public engagement campaigns with CF staff, wri�ng content for, & 
 managing/tracking impact of organiza�on’s campaigns; 

 ○  Build, maintain & track marke�ng & outreach lists; 
 ○  Research, manage, & maintain communica�ons systems, propose new systems & protocols as needed; 
 ○  Technical support for website produc�on & upkeep. 

 ●  Social Media 
 ○  Create posts in collabora�on with producing & communica�on teams; 
 ○  Manage & track impact of Ci�zen Film social media presence across pla�orms including Facebook, 

 Instagram, LinkedIn & Twi�er. 
 ●  Fundraising support 

 ○  Research funding opportuni�es & communicate research to team; 
 ○  Assist in prepara�on of funding requests & reports to funders; 
 ○  Help track, file & maintain a database of funding requests & opportuni�es. 

 ●  Other related du�es as assigned. 

 REQUIRED QUALIFICATIONS: 
 ●  Live in SF Bay Area & be able to par�cipate in a hybrid office work model; 
 ●  Strong communica�on & interpersonal skills - ability to work effec�vely, both independently & as part of a team; 
 ●  Organiza�onal & �me-management skills; 
 ●  Ap�tude for marke�ng techniques, social media, blogs, communica�ons systems, & building & engaging 

 audiences using media as a catalyst for reflec�on & dialogue; 
 ●  Experience with Adobe Crea�ve Cloud Suite including InDesign, Illustrator & Photoshop; & social media 

 pla�orms including Facebook, Instagram, LinkedIn & Twi�er; 
 ●  Strong research & wri�ng skills; 
 ●  Excellent computer skills in Mac environment; 
 ●  Proficiency in Microso� Suite & Google Suite. 

 ADDITIONAL QUALIFICATIONS A PLUS:  Knowledge of  so�ware applica�ons: Dropbox, Wordpress, Squarespace, 
 Salesforce, MailChimp, Adobe Crea�ve Cloud Suite 

 COMPENSATION:  Full �me, salaried posi�on.  $37,500 - 45,000 depending on qualifica�ons & level of experience. 

 HOW TO APPLY:  Email cover le�er & resume to admin@ci�zenfilm.org. Applica�ons without both cover le�er & resume 
 will not be considered. 

 APPLICATION DEADLINE:  Sunday, July 30, 2023 - 11:59 pm -  Pacific Time 

 Citizen Film  •  1111 Buchanan Street #11, SF, CA 94115  •  www.citizenfilm.org 


