
PENNSYLVANIA STATE EDUCATION ASSOCIATION 

NBU Job Description 

 

 

Job Title:  Communications Manager 

 

Reports to: Assistant Executive Director for Communications and Diversity, Equity, 

and Inclusion Policies and Programs 

 

BU/FLSA Status: Non-Bargaining Unit/Exempt (Salaried) 

 

 

Job Summary 

 

This manager level work is responsible for leading and advancing the organization's 

communications programs, people, and resources. The Communications Manager is a strategic 

member of the Executive Director's management team who shares accountability for executing 

the Association's mission, plans, and objectives. 

 

Consulting with the AED for Communications and Diversity, Equity, and Inclusion Policies and 

Programs, the Communications Manager shapes PSEA's image and reputation by designing and 

implementing a comprehensive, integrated communications strategy — including media 

relations, digital engagement, content development, and brand messaging — to effectively reach 

and influence diverse audiences, including educators, policymakers, and the general public. 

 

Central to this role is a commitment to collaborative leadership: building trust-based 

relationships with staff throughout PSEA and NEA, cultivating member advocates, and unifying 

messaging across the Association. The Communications Manager leads and coaches a team of 

communications professionals, fostering a culture of innovation, inclusion, and shared 

accountability in service of PSEA's education and labor advocacy mission. 

 

The Communications Manager provides ongoing counsel and strategic advice to the AED for 

Communications and DEI Policies and Programs, the Executive Director, Association officers, 

the Board of Directors, and management on the full breadth of communication initiatives. 

 

Span of Responsibility (Program Oversight) 

 

Communications Strategy and Message Management 

• Develops and executes comprehensive, integrated communications strategies that 

advance the Association's mission, priorities, and values. Leads a persistent earned media 

strategy that positions PSEA's leaders and members as champions for public education, 

racial and social justice, healthy communities, and labor. Ensures clear, accurate, 

consistent, and inspiring messaging across all platforms — local, statewide, and national. 
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Collaborative Leadership and Counsel 

• Serves as a strategic advisor on communications strategy and organizational messaging. 

Builds strong, collaborative working relationships with staff across all PSEA divisions, 

integrating their expertise and feedback into unified, impactful communications. Works 

in close partnership with NEA staff, affiliate locals, member leaders, and external allies 

to amplify PSEA's voice. 

 

Content Creation and Editorial Direction 

• Oversees the development of compelling content across all channels, including news 

releases, statements, social media content, op-eds, talking points, speeches, and 

publications including Voice and all other Association print and digital media. Directs in-

house and external graphic designers, photographers, and media-production specialists to 

ensure consistent, high-quality, on-brand output. Directs production of live PSEA events, 

including the Houses of Delegates. Ability to direct staff engaged in discerning, selecting, 

and utilizing newsworthy content. 

 

Digital Engagement and Social Media 

• Manages and expands PSEA's digital presence, including social media platforms, website 

content, and email campaigns. Develops and implements digital media campaigns, 

monitors performance, and uses data and analysis to continuously improve audience 

engagement and campaign effectiveness. Ensures all platforms celebrate the rich 

diversity of PSEA's membership. 

 

Crisis Communications 

• Anticipates, manages and/or prepares crisis communication plans. Takes a proactive role 

in managing the Association's response to emerging issues, monitors member response 

and media coverage, and provides timely, strategic counsel to leadership during crises. 

 

Local Organizing and Solidarity 

• Collaborates on strategic planning and supports initiatives directed to strengthen locals, 

retain members, and build solidarity through vigorous education and advocacy. This 

includes working with various regions and divisions across PSEA. 

 

Training and Member Development 

• Develops and facilitates communications training opportunities for leaders, staff, and 

members that build skills for effectively communicating PSEA's positions. Assists staff 

in developing effective communication programs at the local level. 

 

Art, Graphics, and Brand Integrity 

• Oversees and integrates the Association's marketing philosophy and leading-edge graphic 

arts practices across print and electronic media, ensuring a unique, consistent PSEA 

identity that conforms to Association branding and values-driven principles. 
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Budget  

• Develops, recommends, and manages the Communications Division budget. Ensures 

timely submission of expense vouchers, leave requests, activity reports, and other 

administrative requirements.  

 

Administration 

• Manages the Communications team and coordinates the programs and priorities. 

Performs other duties as assigned by the Executive Director. 

 

 

Knowledge, Skills and Abilities 

 

1. Knowledge of strategic communications, public and media relations, content 

development, brand management, and digital engagement best practices. 

2. Knowledge of PSEA's Mission, Vision, Values, and Goals; tenets of unionism; and 

current issues in public education and labor advocacy. 

3. Knowledge of digital communications platforms, social media, video production, and 

web-based technology. 

4. Knowledge of all media used in communications, public relations, and member and 

public education. 

5. Knowledge of the concepts and components of effective events management. 

6. Knowledge of training methods and techniques that support high-quality training 

delivery. 

7. Knowledge of applicable laws and standards related to organizing activities, 

representation, and ethics. 

8. Skill in designing and implementing integrated, multi-channel communications strategies. 

9. Exceptional collaborative leadership skills — ability to build trust, foster teamwork, and 

motivate staff across a complex organization. 

10. Skill in providing strategic counsel and communications advisement to management, 

officers, and boards. 

11. Skill in directing, coaching, mentoring, and developing staff; building a team culture of 

innovation, accountability, and inclusion. Ability to lead personnel in attaining division 

objectives.  

12. Skill in planning and leading editorial, publishing, and graphics initiatives. 

13. Skill and proficiency in desktop applications and other industry specific software. 

14. Skill in establishing and maintaining effective working relationships with media officials, 

publishing vendors, and consultants. 

15. Possession of leadership qualities, be a self-starter, and be self-directed to ensure division 

objectives are effectively attained. 

16. Skill in crisis communications planning and execution. 

17. Ability to persuade, influence, handle interpersonal disputes and minimize the effects of 

conflict on future interactions and job effectiveness.  
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18. Strong analytical, problem-solving, and diagnostic capabilities. 

19. Mastery of verbal and written communications, including group presentation, editorial 

writing, and executive-level messaging. 

20. Ability to think strategically and respond quickly and decisively in dynamic, high-

pressure situations. 

21. Ability to analyze the public relations impact of Association programs and anticipate 

public reactions with reasonable accuracy. 

22. Ability to travel, including attendance at statewide conferences and all meetings of the 

PSEA Board of Directors.  

 

Education, Experience, and Special Requirements 

 

Bachelor's degree in Communications, Public Relations, Journalism, English, or an aligned 

discipline; Master's degree or Doctorate preferred. An equivalent combination of education and 

experience from which comparable knowledge and skills may be acquired will be considered. 

 

Minimum of 5-10 years of professional experience in communications and/or media relations, 

including demonstrated leadership experience in project management. Experience working with 

professional membership, advocacy, or labor organizations preferred. 

 

Candidates must demonstrate breadth and maturity of judgment and a record of effectively 

leading collaborative, cross-functional teams in a complex organizational environment. 

 

Possession of a valid driver's operating license required. 

 

 

     

 
Updated: 5/28/26 


