
 

Seeking 
Communications / Programs Manager (Full-Time) 

Applications considered on rolling basis.  
Target start is September 2019. 

 
 
About Shout Mouse Press 
Shout Mouse Press (www.ShoutMousePress.org) is a nonprofit writing and publishing program 
dedicated to amplifying unheard voices. Through writing workshops that lead to professional 
publication, we empower those from marginalized communities to tell their own stories in their 
own voices and, as published authors, to act as agents of change.  
 
Shout Mouse authors have produced original children’s books, novels, comics, memoirs, and 
poetry collections that engage reluctant readers as well as expand empathy, advance social 
justice, and increase understanding of unheard perspectives. Since our founding in 2014 we 
have produced 36 books by incarcerated, immigrant, minority, and otherwise marginalized youth 
in DC and Haiti. See all books here: shoutmousepress.org/catalog  
 
 
Opportunity   
Shout Mouse Press is looking for a self-motivated Communications and Programs Manager with 
experience in nonprofit communications. This is a high-impact opportunity for a mission-driven, 
tech-savvy candidate interested in working in a small team environment. This person is 
responsible for both internal and outward-facing communications for the organization, including 
staff communications, messaging for our programs and giving campaigns, and coordinating with 
marketing staff to promote our “own voices” books by youth authors.  
 
The position will provide support to Shout Mouse Press’ communications (60%), programs 
(30%), and sales (10%) functions. Qualified applicants will also be considered for project-based 
story-coaching opportunities with youth authors. Ideal candidates will be able to play both 
communications and story coaching roles.  
 
Applicants should be eager to promote the mission and programs of Shout Mouse Press and be 
able to create content that engages stakeholders. The ability to craft a multimedia 
communications campaign and communicate effectively in written and oral communications is a 
must.  Applicants seeking a long-term relationship with Shout Mouse will get first consideration. 

http://www.shoutmousepress.org/
http://www.shoutmousepress.org/catalog


 
This position reports directly to the Executive Director, and works closely with program staff, 
including Partnerships Director, Operations Manager, and outreach interns.  
 
At Shout Mouse we prioritize flexibility and work-life balance. This position is full-time (40 
hrs/week), with minimum 20 hrs/week based at Shout Mouse Press office in Dupont Circle area, 
Washington, DC. Up to 20 hrs/week off-site, negotiable.  
 
 
Core Job Responsibilities 
  
Communications (60%) 
 

❖ Create and implement marketing strategies that raise awareness of Shout Mouse Press 
books and programs and that expand the base of followers and contributors 

❖ Devise and manage editorial calendar for all external communications, including annual 
online book sales event, bi-annual giving campaigns, monthly newsletters, biweekly 
blogs, and daily social media. 

❖ Write and edit copy for all initiatives, including marketing, fundraising, and other external 
communications 

❖ Manage all social media platforms (Facebook, Twitter, Instagram, and YouTube) to 
generate increased visibility and engagement 

❖ Turn photos, videos, quotes, etc. into clear and compelling stories across multiple 
outlets.  

➢ Coordinate documentation of programmatic events  
➢ Organize and maintain database of photos, videos, and other media  
➢ Coordinate, collect, and organize impact statements from authors, educators, 

and readers to support development and communications initiatives. 
❖ Manage email lists and related CRM databases 
❖ Respond to incoming media and communications requests 
❖ Maintain and update the website including blog entries, current and upcoming events, 

new books, staff updates, etc.  
❖ Create and maintain relationships with “Megaphones,” a volunteer corps of committed 

supporters 
❖ Manage team of 2 outreach interns who support with these functions 

 

Programs Support (30%)  

❖ Communicate with authors, story coaches, and illustrators 
❖ Create and manage materials for programming, including example books, handouts, and 

worksheets 
❖ Collect and track author release forms and contact info 
❖ Support with recruitment of story coaches and illustrators 



❖ Help plan and strategize for programming, including workshops and events 
❖ Attend author programming for communications work as well as general support 

 

Sales (10%) 

❖ Manage on-site sales at book festivals, conferences, Shout Mouse author events 
❖ Support Operations Manager and interns with online sales fulfillment, as needed 

 

As a small team, all staff are expected to participate in general office management and 
support for events. These tasks include note-taking at meetings, maintaining public and 
internal calendars, responding to email/phone inquiries, and event coordination and logistics. 
Nonessential functions of this job include an ability to lift boxes or bags weighing less than 25 
pounds to a height of 3-4 feet. 

 

Qualifications 

Required:  

❖ Minimum three years nonprofit program or communications experience 
❖ A commitment to social justice and the role that the arts play in social change 
❖ Strong intercultural competency and comfort working in culturally diverse settings 
❖ Exceptional written and oral communication skills, including proofreading 
❖ Experience developing effective social media, e-newsletter, and/or direct mail campaigns 
❖ High level of organization with excellent attention to detail 
❖ Demonstrated ability to be self-directed and to prioritize multiple projects, activities, and 

actions with competing deadlines and levels of urgency 
❖ Effective teamwork and interpersonal skills 
❖ Ability to manage and mentor youth interns  
❖ Working knowledge of design principles to create website and marketing materials. 
❖ Photography and photo-editing skills. 
❖ Ability to work a flexible schedule, including some extended workdays, evenings, and 

some weekends, pending book event schedules 
❖ Proficient technology skills including GSuite, Adobe Suite, MailChimp, Facebook, 

Twitter, Instagram. Familiarity with GrantHub, Network for Good, Insightly a plus. 

Preferred:  

❖ Knowledge of the children’s and young adult literature publishing landscape, especially 
in terms of diversity 

❖ BA or MFA in creative writing or journalism 
❖ Experience working with high-school age youth of color  



 

Access, Equity, and Inclusion 
We are an equal opportunity employer and all qualified applicants will receive consideration 
without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, 
disability status, protected veteran status, or any other characteristic protected by law. 
 
Shout Mouse is committed to building a culturally diverse team and to providing professional 
development opportunities for the next generation of diverse artists and writers. We strongly 
encourage applications from racial and/or religious minorities, members of the LGBTQ 
community, individuals with disabilities, and members of other underrepresented 
groups.  
 
 
Timeline 

● Applications will be considered on a rolling basis.  
● Training (part-time): August 2019  
● Start Date (full-time): September 2019 

 
 
Compensation and Benefits 
Salary is based on a full-time schedule and commensurate with experience.  
 
Shout Mouse Press offers a generous paid time off plan, including 3 weeks paid vacation, 10 
days of paid sick leave annually, as well as all federal holidays, the day after Thanksgiving, and 
the week between Christmas and New Year’s Day.  
 
Shout Mouse offers monthly healthcare reimbursements (QSEHRA) that employees can use to 
purchase individual health insurance or use on medical expenses, tax-free, ensuring that 
employees can choose the plan they want. 
 
 
Interested?  
Please send a resume, cover letter, and professional writing sample (500 word maximum) to 
JoinTheTeam@ShoutMousePress.org.  
 

 

 

 

 



 


