
Thurgood Marshall Academy Public Charter School 
Communications Associate 

Washington, DC 
 

Thurgood Marshall Academy is a public, law-themed charter school in the District of 
Columbia that prepares an enrollment of roughly 400 students in grades 9 – 12 to 
succeed in college and to actively engage in our democratic society. 

Thurgood Marshall Academy seeks a highly-motivated Communications Associate to 
join its four-person Development department. As a principal writer, the 
Communications Associate is responsible for day-to-day communications including 
print publications, social media, web site management and maintenance, monitoring 
and evaluating constituent engagement.   
 
The successful candidate will bring at least two years of experience in a nonprofit 
environment, with a meaningful part of that time involved in producing print and 
electronic content and tracking social engagement. A creative spirit, a high level of 
attention to detail, and the ability to collaborate and interact with internal staff and 
external partners are all important attributes for this position.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Writing content and for print and electronic materials including but not 
limited to e-newsletters, printed newsletters, annual reports and web site 
content; 

 Crafting foundation proposals and serving as a key reviewer of all public and 
private grants; 

 Contributing to the strategy and design of all print and electronic materials; 
 Managing and posting on social media including Facebook, Twitter, 

Instagram, and blogs; 
 Attending school events and taking photographs as needed; 
 Keeping internal and external displays up to date with current messaging; 
 Assisting with and/or managing development-related projects, site visits,  

and events that arise during the school year; 
 Assume other appropriate duties and responsibilities as requested. 

 

IDEAL SKILLS AND QUALIFICATIONS 

 At least two years of experience in communications preferred; 
 Strong writer with demonstrated excellence in verbal and written 

communications including proficiency in grammar, editing, and 
proofreading; 

 Ability to successfully administer and manage communications with an 
exceptional focus on quality and an ability to meet deadlines and see projects 
through to completion; 



 Highly organized, detail-oriented self-starter with the ability to work under 
pressure; 

 Keen organizational, critical thinking, and analytic skills including strong 
capacity to create and manage project tracking systems;  

 Collegial, team oriented working style; 
 Willingness to share in both strategic thinking and administrative tasks; 
 Superior organizational, time management and multi-tasking skills; 
 Bachelor’s degree required; 
 Interest in education and working with youth preferred. 

 
 
COMPENSATION 

Thurgood Marshall Academy offers a competitive salary, health and dental benefits, 
as well as generous vacation and paid holidays.  

 

TO APPLY 

Review of applications will begin immediately and continue until the position is 
filled. Please submit cover letter, resume, and two writing samples to the attention 
of Giselle Pole via e-mail to hiring@tmapchs.org. Please visit 
www.thurgoodmarshallacademy.org for further information including equal 
opportunity employment/non-discrimination statements. 
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