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March 16, 2015 

Communications Coordinator, ITEP 
The Institute on Taxation and Economic Policy is searching for a communications coordinator. The ideal 
candidate will have five or more years of progressively responsible experience in a public policy setting, and 
will be skilled at using social media and traditional media to communicate with a variety of audiences.  

About ITEP: The Institute on Taxation and Economic Policy (ITEP) is a non-profit, non-partisan research 
organization that works on federal, state, and local tax policy issues. ITEP's mission is to ensure that elected 
officials, the media, and the general public have access to accurate, timely, and straightforward information 
that allows them to understand the effects of current and proposed tax policies. ITEP's work focuses 
particularly on issues of tax fairness and sustainability. ITEP works directly with lawmakers, non-governmental 
organizations, the public, and the media to achieve these goals. 

Job Responsibilities 

Primary 

 Provide communications support for the Institute on Taxation and Economic Policy as well as its sister 
organization Citizens for Tax Justice. 

 Maintain and grow the organizations’ social media presence by engaging stakeholders and 
developing strategies for building the organizations’ following.  

 Analyze and interpret social media analytics as well as website analytics to guide social media 
strategy.  

 Advise on the content and approach of the ITEP and CTJ websites, and also post and maintain website 
content. 

 Manage the weekly Tax Justice Digest and other e-newsletters, including producing content, making 
recommendations to grow subscribers, and sending electronic communications to subscribers.   

Secondary 

 Regularly engage with the organization’s tax policy analysts to understand the work they are doing, 
and support the communications director in making recommendations to senior staff on messaging 
and how to make state and federal tax policy issues resonate with broad audiences.  

 Occasionally write blog posts, press releases, editorial memos and other communications materials.  
 Media outreach, including using Twitter to directly message reporters and helping to build and 

maintain press lists.  
 Other duties as assigned.  
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Necessary qualifications: 

Highly qualified candidates should have: 

 At least five years of experience in a communications capacity with increasing responsibility, 
preferably in a policy environment. 

 The ability to process and translate complex jargon and technical policy issues into language that 
resonates with a variety of audiences, including state and federal policymakers, the media and the 
general public. 

 Demonstrated skill using social media to disseminate information. Ability to set forth a strategic plan 
for building the organization’s social media presence. Knowledge of how the social media landscape is 
changing and the ability to make recommendations to senior staff on how to adapt and evolve the 
organization’s work to stay relevant.  

 Ability to build relationships with reporters who cover federal and state tax issues. 
 The ability to grasp the intersection between tax justice and broader social and economic issues, and 

to make that connection in the communications content you produce.  
 

Desired qualifications 

 Career path that demonstrates commitment to social and economic justice. 
 Experience using graphic design programs  
 Sense of humor. 
 Creative and adaptable 
 Work well within a team or on your own. 

 
The communications coordinator will report to the communications director.  Compensation will be based on 
experience and includes excellent benefits. 

To apply, please e-mail a resume and cover letter with Communications Coordinator in the subject line to Meg 
Wiehe: meg@itep.org 

ITEP is an equal opportunity employer. 

Application deadline is Friday, May 1st. 

 

  


