
THE SALVATION ARMY JOB DESCRIPTION 
 
Job Code  –  Title: 
Community Relations & 
Communications Manager 

 

Direct Reports: PR Associate, Intern(s) Revision Date: 
5/4/2022 
 

Job Summary: 
 
Plans, directs, monitors, and evaluates all internal and external media and public relations functions for 
the Austin Metropolitan Area Command to ensure that The Salvation Army maintains a positive and 
professional image in the community; serves as Public Information Officer for all disaster services of the 
Austin Area Command; serves as liaison to all media ensuring the desired message is communicated; 
takes photographs and video, and writes articles covering Salvation Army events, client stories, and 
special interest stories.  Participates in development activities and events as an active member of the 
development team.  
 
Apply by sending an updated, relevant resume and detailed cover letter to 
stacy.ehrlich@uss.salvationarmy.org.  Please include a statement of why you want to specifically work for 
The Salvation Army and the non-profit sector focused on human services, emergency shelter, housing, 
and serving those in crisis.  Deadline to apply is June 10.  Applications with generic cover letters will not 
be considered.  Estimated start date is August 1. 
 
Essential Functions: 
  
This job description should not be interpreted as all inclusive.  It is intended to identify the 
essential functions and requirements of this position.  The incumbent may be requested to 
perform job-related responsibilities and tasks other than those stated in this job description. 
 
Supervisory Responsibilities (20%)  
 
Plans, directs, and supervises the work of assigned staff; trains and instructs employees in the proper 
methods and procedures; monitors work in progress and upon completion, ensures accuracy, 
completeness, and compliance with established policies and procedures; conducts performance 
evaluations and provides hiring/firing recommendations to the Director of Development. 
 
Public Relations Responsibilities (50%)  
 
Represents The Salvation Army to the press and public by acting as chief corporate spokesperson in the 
absence of or as requested by the Area Commander; fields and directs responses to all media-related 
inquiries. 
 
Maintains database of public relations contacts. 
 
Develops ideas and opportunities for feature articles, interviews, presentations, and other public relations 
activities that promote awareness of the company and its products or services. 
 
Attends special events for the purpose of recording the event in photograph and writing; conducts 
research and develops a file of stories and testimonials to be made available for public speeches and 
presentations. 
 
Submits news and press releases of special Salvation Army events, meetings and projects to local media, 
as well as Salvation Army internal media outlets. 
 
Assists with the development of promotional or fundraising tools such as public service announcements, 



videos, brochures, posters, displays, etc. 
 
Develops local public relations guidelines and procedures for approval by the Director of Development; 
assists and coaches company staff with public speaking engagement, presentations, and preparation of 
articles for publication; works in cooperation with the Director of Development in developing and 
implementing a training of officers and staff for media interviews. 
 
Serves as Public Information Officer (PIO) for all disaster services for the Austin Metropolitan Area 
Command; serves as representative to the local American Red Cross, City and County Disaster Planning, 
and VOAD organizations.  
 
Develops printed materials such as brochures, flyers, posters and other related matters; coordinates 
special mass mailings to the general public; prospects new donors; plans and coordinates media 
advertisements including local television, radio, newspaper coverage, outdoor posters and other related 
items including digital and OTT; ensures that the image projected is in compliance with The Salvation 
Army standards and mission; evaluates appropriateness and effectiveness of public relations efforts. 
 
Writes and submits news and press releases to radio, television and print media to promote Salvation 
Army events, meetings, programs, activities and projects; designs, develops, writes and prepares a 
regular communications to supporters. 
 
Organizes, develops and sees that an annual report is prepared to keep donors, media and those 
requesting information of The Salvation Army up-to-date on the activities of The Salvation Army in the 
local area. 
 
Assists in the usage of Salvation Army web site and related social media and electronic communication 
mediums. 
 
Community Relations and Liaison Responsibilities (20%)  
 
Develops contacts and relationships with media representatives to create opportunities for keeping The 
Salvation Army and its programs or services in front of public and the not-for-profit community; serves as 
liaison to all media outlets to ensure that the desired message is communicated in a positive and 
professional manner. 
 
Seeks opportunities for promotion of Salvation Army programs; creates general awareness of The 
Salvation Army in the community. 
 
Maintains communication with the DHQ PR division of the Development Department and the 
communications staff of collaborative, local non-profit and government service partners and providers. 
 
Prepares and conducts presentations for community and public relations groups. 
 
Serves as Salvation Army spokesperson to groups at civic clubs, corporations, small businesses, colleges 
and universities, schools, other non-profits, and churches to encourage/solicit their support or to ensure 
redundancy of services is not occurring throughout the region. 
 
Strategic Planning and Evaluation Responsibilities (10%)  
 
Plans and implements organization’s media relations strategies, policies, and procedures; evaluates the 
effectiveness of all strategies and makes recommendations for change as needed. 
 
Quantifies results of media placement for Austin Area Command for analysis, trends and management 
reports. 
 
Develops crisis response in cooperation with the Area Commander and responds to negative publicity. 
 
Other Responsibilities: 
Maintains membership on local public relations association. 



 
Coordinates all publicity done in conjunction with other development components such as fundraising, 
board development, marketing, volunteerism, and special events. 
 
Performs other duties as assigned. 
 
Knowledge, Skills and Abilities: 
Knowledge of the principles and practices of public relations and various media outlets. 
 
Ability to graphically design and prepare effective printed and electronic materials for educational and 
promotional purposes. 
 
Ability to present a positive and professional image of The Salvation Army. 
 
Ability to speak before large groups in person, by radio and television. 
 
Ability to travel to various regional locations in order to participate in public meetings, conferences and 
other related events. 
 
Ability to prepare and maintain necessary reports in an accurate and complete manner. 
 
Ability to read, analyze, and interpret complex documents.   
 
Ability to respond effectively to the most sensitive inquiries or complaints.   
 
Ability to write speeches and articles using original or innovative techniques or style.   
 
Ability to accurately and effectively proofread and edit the writing of others. 
 
Ability to make effective and persuasive speeches and presentations on controversial or complex topics 
to top management, public groups, and/or boards of directors. 
 
Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations. 
 
SALARY AND BENEFITS: 
Exempt, salaried professional position with access to benefits after 90 days of successful employment 
including health, dental and vision insurance, 403(B) match, and more. Time off includes minimum of 10 
paid holidays per year plus accrued PTO, sick, and vacation leave. Annual salary is $74,550 full time, in 
office/in person.  
 
 
MINIMUM QUALIFICATIONS REQUIRED: 
 
Education and Experience: 
Bachelor’s degree from an accredited college or university in Public Relations, Communication or a 
related field, 
 
And 
 
At least four years progressively responsible experience managing a public relations program 
 
Or 
 
Any equivalent combination of training and experience which provides the required knowledge, skills and 
abilities. 
 
Communication, public relations, media relations experience in Central Texas and / or non-profit industry 
preferred. 
 


