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UNITED WAY FOX CITIES 
JOB DESCRIPTION 

 

 
DATE:     JANUARY 14, 2019 
POSITION TITLE:   VICE PRESIDENT, MARKETING & 

COMMUNICATIONS 
DEPARTMENT:     MARKETING & COMMUNICATIONS DEPARTMENT 
REPORTS TO:   PRESIDENT/CEO 
 
 
PURPOSE OF POSITION   
Develop and implement a marketing and communications strategy that supports the 
achievement of United Way’s strategic goals and objectives, creates year-round awareness 
for United Way Fox Cities, and enhances the image and understanding of United Way’s 
mission and role in building a stronger, more caring community for everyone. 
 
Key Responsibility Area:  Brand Planning and Management    

1. Oversee the consistent presentation and ongoing development of United Way’s brand 
positioning. 

2. Lead the effort to ensure a consistent brand experience that aligns with the 
community impact model and United Way’s mission and vision. 

3. Develop and implement the long-term and short-term marketing strategy in alignment 
with the current strategic plan of United Way Fox Cities. 

4. Monitor market trends and identify opportunities for cultivating meaningful 
relationships and brand loyalty among existing and potential donors. 

5. Build an organizational understanding of the role of the United Way brand and 
encourage consistent, quality implementation of United Way’s key messages in all 
areas of the organization. 

6. Follow the progress of United Way Worldwide (UWW) in branding, marketing and 
communications, and research. 

 
Key Responsibility Area:  Communications   

1. Develop and implement a year-round communications plan, designed to support 
organizational objectives that incorporate media relations, in-kind advertising, social 
media and interactive communications. 

2. Oversee the development and production of print and electronic communications, 
including marketing materials for the annual campaign.  Work in partnership with the 
Resource Development and Community Development staff. 

3. Supervise production of videos and public service announcements. 
4. Responsible for the development and production of newsletters, brochures, annual 

report and other printed materials. 
5. Develop position papers on key issues affecting the organization. 
6. Responsible for written materials such as news releases, editorials and other articles.  
7. Identify United Way Fox Cities’ key messages.  Assure that the messages are 

effectively communicated to the community through key United Way constituents (the 
board, volunteers, agencies, staff, etc.). 

8. Strengthen United Way’s relationships in the workplace by providing communication 
materials for contributing companies to share with employees. 

9. Utilize available market research to support communications strategies. 
10. Plan and conduct market research, when needed. 
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11. Assure consistency of all communication channels (print materials, videos, social 
media, website, billboards, etc.)  

12. Be a resource to partner agencies on marketing related issues; monitor the proper 
use of United Way Fox Cities’ logo in the agencies’ materials as defined in the 
agency agreement. 

13. Identify opportunities that communicate the work of United Way through panel 
discussions, speaking engagements, volunteer service, etc.  

 

Key Responsibility Area:  Social Media / Digital Marketing / Website 

1. Develop, implement, coordinate, and analyze digital marketing communication 
activities designed to maximize awareness, drive website traffic, grow donations, and 
increase stakeholder engagement.  

2. Stay up-to-date on new marketing and communications technologies, trends, and 
ideas.  

3. Oversee organizational training on the use of social media and serve as ambassador 
and role model for effective use of social media in both organizational and personal 
contexts.  

4. Responsible for United Way Fox Cities’ web site; maintaining an up-to-date, 
functioning, and informative site that is consistent with all other communication. 

 
Key Responsibility Area:  Media and Public Relations 

1. Develop and maintain a strong and productive relationship with both print and 
electronic media.  Ensure that the organization is understood by the media and that 
media are interested in presenting information to the public in a manner that informs 
and educates them on the organization. 

2. Strengthen United Way’s relationship with corporate donors, including recognizing 
and/or increasing their support of United Way.   

3. Develop and maintain ongoing, positive working relationships with partner agencies. 
4. Develop speeches, scripts and news media presentations, if needed, for staff and 

volunteers. 
 
Key Responsibility Area:  Leadership and Management 

1. Assure that external relationships and actions are consistent with the vision and 
mission of United Way Fox Cities. 

2. Develop and manage the department’s annual budget. 
3. Hire and participate in the training, professional development, and evaluation of direct 

reports.  
4. Work with other departments/staff to build an understanding of branding and promote 

consistent communication of United Way Fox Cities’ key messages.  
5. Enhance inter-departmental communications. 
6. Provide staff support and professional leadership to UWFC staff, the Marketing 

Committee, and the Board of Directors as required. 
7. Continually monitor activities that could have an impact on United Way Fox Cities. 
8. Assume other duties as may be assigned by President/CEO. 

 
Key Responsibility Area:  LIFE Study / Community Needs Assessment 

1. Provide support and marketing leadership to the Fox Cities LIFE Study Steering 
Committee.   

2. Develop a marketing plan, in partnership with other Fox Cities LIFE partners to create 
awareness of Fox Cities LIFE Study in the community.  This includes responsibility for 
the efforts of the LIFE in Motion media plan.  
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3. Assist in the writing, release, public relations and distribution of the assessment 
document.  

4. Take a lead role in community assessment education to the greater community, 
including presentations and data information.  

 
Key Responsibility Area:  Special Events 

1. Supervise the organization’s special events; work with the respective departments to 
ensure the smooth implementation of the event.   

Major Events  Responsible Department 

 Annual Meeting Marketing – w/ assistance from other departments 

 Campaign Kick-Off Resource Development – w/ assistance from Marketing 

 Campaign/Volunteer   Resource Development – w/ assistance from Marketing 
Celebration 

 Any other event    Marketing – to be determined 
2. Write and/or approve scripts for United Way Fox Cities’ special events.  
3. Assist in securing sponsors for various programs and events. 
 

Key Responsibility Area:  ALICE 
1. Take a lead role in educating to the greater community, including United Way partner 

agencies, volunteers, and government officials on ALICE. 
2. Work with United Way of Wisconsin on the marketing and media plan for the ALICE 

rollout. 
3. Create marketing tools that can be used by United Way staff to share data from the 

ALICE Project 
 
Key Responsibility Area:  Volunteer Relations 

1. Provide lead staff support for the volunteer Marketing Committee. 
2. Provide communications and media relations support to the Board of Directors. 
3. Manage the use of external resources as they pertain to the marketing and 

communications function (e.g. advertising agency, printers, photographers, etc.)  
4.  Recruit volunteers to enhance the marketing volunteer structure.  

 
Job Relationships: 
 
External: Volunteers, media representatives, businesses, advertising agencies,      

community organizations, marketing professionals, United Way Fox Cities' 
agencies and other United Ways. 

 
Internal: Direct interaction with all departments in the organization.  
 
 
Job Specifications: 
 
Education: Bachelors degree in marketing/communications or related field preferred.   
 
Experience:   Five years experience in designing strategic, market-driven communications, 

social media marketing knowledge and execution, and media relations 
required.   
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Knowledge:   Knowledge of marketing, social media, media relations, excellent written and 
interpersonal communications skills, problem-solving abilities and ability to 
organize and motivate project teams involving staff and volunteers at all 
levels. 

 
Work Environment: 
 
Work is preformed in an office environment.  Most work is conducted seated at a desk; 
requiring regular use of a computer.  Working under deadlines is an integral part of the job.  
There are times when the job responsibilities will require longer hours and/or work outside 
the normal workday and time.  Occasional overnight travel may be required.   

 
 
 
Last Reviewed: 
Date    Signature, Vice President, Marketing & Communications 

 
__________   ____________________________________________ 

__________   ____________________________________________ 

__________   ____________________________________________ 

 

 


