
The Communications Manager (CM) is responsible for increasing the visibility of QueensCare Health 
Centers (QHC), and QueensCare (Q) when requested, through the development and implementation of 

comprehensive internal and external communications and marketing programs. The CM develops, 
creates, and implements strategies to increase positive awareness of health care services offered by 
QHC and Q in the community. The CM develops and executes internal communication programs that 

empower employees with a deeper understanding of our organization and facilitates more connections 

with leadership.  The CM manages all social media platforms and partners with the Development 

Manager to plan and organize fundraising efforts/events.  

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES: 

1. Supports and implements the organization’s vision, mission and values. 
2. Determines priorities and method of completing daily workload to ensure that all 

responsibilities are carried out in a timely manner. 
3. Performs all job functions in a professional and courteous manner. This includes answering all 

general phone calls timely and providing excellent customer service to internal and external 
customers. 

4. Fosters and promotes a culture of service excellence and accountability. 
5. Develops and implements communications, public relations and marketing programs to 

improve visibility in the community and relations with stakeholders, including industry 
representatives, government officials, donors, volunteers and employees. 

6. Ensures that all collateral materials (print materials, brochures, newsletters, videos, social 
media, website, etc.) are consistent with QHC/Q’s brand and visual identity. 

7. Manages the development of and writes and edits content for the website, display boards, 
presentations, and other audiovisual communications; oversees maintenance of the website to 

ensure relevancy and effectiveness. 
8. Manages social media to generate interest, marketing, favorable publicity and improved 

response to event invitations and donation campaigns. 
9. Utilizes desktop publishing software to draft and edit content for newsletters, brochures, other 

print and media materials, ensuring compliance with editorial and brand standards. 
10. Manages publication of all print, web and event materials; edits, reviews and approves 

designs; writes and edits copy for newsletters, appeals, press releases, promotional items and 
other documents; approves all copy before publication. 

11. Acts as liaison with outside graphic design, printing and other services; ensures outside 
services meet quality standards, schedules, and approved budgets. 

12. Establishes and manages effective working relationships with the news and entertainment 
media to increase visibility, including identifying story angles and writing press releases; 

updating and maintaining media contact lists; pitching media stories, serving as media point 
person and tracking progress and success; distributing press releases to appropriate media; 
following up on stories as appropriate. 

13. Develops outreach strategies for targeted patient/client populations. 
14. Promotes QHC/Q by participating in community coalitions, chambers of commerce, 

commissions, and similar organizations; represents QHC/Q at various community events, 
inter-agency meetings and other venues. Communicates with and provides information and 

materials to the media, key public officials and community stakeholders. 
15. Gathers engagement analytics and qualitative feedback to measure success of internal and 

external communications initiatives.  
16. In partnership with the human resources department, leads employee engagement programs 

that help facilitiate knowledge-sharing between leadership and employees at all levels of the 
organization (i.e. coffee sessions, newsletters, video Q&As, speaker series). 

17. Provides strategic and tactical internal communications plans to HR and other internal 

stakeholders looking to share information with employees.  Methods should utilize a diverse 

mix of communication methods and delivery platforms. 
18. Develops the department budget; ensures expenses comply with approved budget. 



19. Complies with organizational policies and procedures. 
20. Performs all other duties as assigned. 

 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and ability 
required. Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 EDUCATION/EXPERIENCE: 
Bachelor’s degree in Communications, Public Relations, Journalism or other related field strongly 

preferred.  Minimum of five years of communications experience required, emphasis on corporate 
communications, internal communications, and/or social media strongly preferred.  Current California 
Driver’s License and active automobile insurance required, with a driving record acceptable to the 

organization and its insurance carrier. 

 

 


