
 

 

 
COMMUNICATIONS AND DIGITAL MEDIA ASSOCIATE 

 
Who We Are 
Achievement Prep is a college-preparatory public charter school network committed to historically underserved communities of Southeast 
Washington, DC.  Our flagship middle school, which opened in 2008, serves approximately 500 scholars in 4th – 8th grade.  Opening in 2013, 
our elementary school serves approximately 260 scholars in K – 3rd grade.  It also includes an early childhood partnership with AppleTree 
Institute, which serves approximately 160 preK3 and preK4 scholars.  Our mission is to prepare students to excel as high-achieving scholars 
and leaders in high school, college and beyond.  During these Years of Transformation, Achievement Prep is uniquely poised to transform 
and re-focus its efforts to ensure all scholars have the high quality, high performing schools they deserve and need to compete in life. 
 
Who You Are 
You are a strategic thinker with an in-depth understanding of how technology can help us increase brand awareness and elevate 
Achievement Prep’s story.  You understand that one’s brand often is their reality.  You are a storyteller - and know how to leverage stories 
to address an individual's unique motivations and barriers, and ultimately compel them to take action on the behalf of our scholars.  You 
are a word wizard, and love to craft a compelling narrative. You are a systems creator.  You're unfazed by ambiguity, and thrive in situations 
where you get to build something out of nothing, develop and inspire others to execute on your vision, or create a great story even out of 
chaos. You want to do work that's never been done before, better than anyone's ever done it.  You are a self-directed go-getter. You take 
initiative, generate ideas/solutions to problems, operate with a growth mindset, and seek opportunities for feedback. 

What You Will Do 
Under the supervision of the Chief of Staff, the Communications and Digital Media Associate supports the marketing and communication 
strategies and goals of Achievement Prep. The Communications and Digital Media Associate is responsible for planning and content 
development of the school’s website and social/digital media channels and weekly school newsletters. The Communications and Digital 
Media Associate will create and drive a communications and marketing strategy that promotes Achievement Prep, improves the 
organization's credibility, and helps Achievement Prep meet its mission and goals.  This position is also responsible for digital analytics and 
in-house, small-scale visual design. The Communications and Digital Media Associate draws on strong verbal and written communication 
skills, as well as digital, technical, and visual skills to communicate the mission and work of Achievement Prep to diverse audiences (alumni, 
faculty, staff, parents/guardians, scholars, and the public). 

Reports to:  Chief of Staff 

Responsibilities:  While the scope of the work will be determined by the Chief of Staff, based on organizational needs and the 
Communications and Digital Media Associate skills and experiences, responsibilities will include, but are not limited to, the following: 

Web and digital content planning 
● Plan, design, and develop an overall web and digital content strategy for Achievement Prep that aligns with and supports the 

school’s mission, brand, and priority messaging for key distribution points, including the public website and blog, internal parent 
portal, and social and digital media channels 

● Conceptualize, design, author, and produce digital communications and digital media—primarily for the website and social 
media—taking into account event or campaign objectives, audience, budget, and timeline 

● Develop and maintain a social media calendar for each of Achievement Prep’s channels (Facebook, Twitter, Instagram, LinkedIn) 
● Ensure best practices and quality standards in digital communications and media, including techniques, content, and format, both 

within the Network Office and throughout the schools. 

Website support 
• Facilitate the refresh of Achievement Prep’s website, through a collaboration with our external vendor and internal constituencies 

in Operations, including the creation of “user stories” to help make web enhancements/fixes actionable 



 

 

• Develop a web site content strategy that optimizes headlines and key words to support SEO 
• Monitor SEO/SEM, Google Analytics metrics and social media insights to inform future content production 
• Analyze web traffic metrics and suggest solutions to boost web presence, such as and Google Ad Words 

Social media and email communications support 
• Collaborate with colleagues across Achievement Prep to identify new sources of content for sharing on social media 
• Generate, edit, publish and share engaging content daily across our social media channels, including Facebook, Instagram, Twitter, 

and LinkedIn 
• Stay current on social media trends and ensure Achievement Prep has the appropriate presence on all appropriate sites 
• When appropriate and in line with our best practices, communicate with followers, respond to queries in a timely manner and 

monitor constituent sentiment 
• Manage the production and distribution of Achievement Prep’s weekly all-school email via School Messenger (or the platform the 

organization uses) by collecting content, proofreading, analyzing weekly engagement rates, enhancing the overall look and design, 
and seeking feedback to ensure it is meeting audience needs. 

Digital Analytics 
• Collect data and report on impressions, engagement, pageviews, and sessions to help inform future strategy 
• Interpret data, analyze results and provide ongoing reports 
• Measure and report performance of digital content, and assess against goals 
• Identify trends and insights, and optimize spend and performance based on the insights 

Visual Design 
• Produce small-scale visual products, in collaboration with Network Office and Campus based teams, to advertise and raise 

awareness of Achievement Prep’s community events (Aprep swag, business cards, banner ads, invitations) 
• Produce infographics and other design elements for the Achievement Prep’s swag, website, social media, and print collateral 
• Adhere to Achievement Prep’s brand guidelines 

Photos 
• Take and select photographs for print publications and social media channels 
• Develop and manage a school-wide system for photo organization and management 

Be willing to take on additional responsibilities as necessary to fulfill Achievement Prep’s mission for our scholars  

•  “Wind In The Sails” Support for Schools 

● Be available to teammates from at least 8:00 AM to 5:00 PM daily 
● Provide leadership to all staff and scholars in establishing a positive, structured, and achievement-oriented school culture  
● Participate regularly in projects and initiatives that integrate Network Office staff into schools 
● Support “all-hands-on-deck” times for schools: beginning of school year, standardized testing, etc. 
● Maintain a culture centered on our ethos and core values of Determination, Respect, Enthusiasm, Accountability, and Mastery 
● Exhibit an unwavering commitment to high academic achievement and character development in our scholars 
● Receive continuous feedback from peers and school leaders on your practice and be expected to give the same 
● Manage time, tasks, deadlines and responsibilities in a fast-paced environment and hold others accountable for the same 

 
What We Value 

● 100% Scholars: You prioritize what’s best for scholars first. 
● Results Without Excuses: You set, track and achieve ambitious goals; and you own the mistakes. 
● Sweat the Small Stuff: You pay attention to the smallest details to ensure smooth, predictable, and effective outcomes. 



 

 

● Community Matters – Mightily: You show care and respect for others – even when the work is taxing. 
● Unapologetically Mission-Driven: You have a “whatever it takes” mentality in achieving the mission.  
● Many Minds, One Mission: You value and partner with parents and the community for the good of scholars. 

 
You Must Have 

● Passion for education reform and a commitment to close the opportunity gap between racial, ethnic and economic groups 
● Bachelor’s degree from an accredited college/university, preferably in communications, or a related field 
● 2+ years of communications experience working in a non-profit, PR agency, government or corporate setting 
● Excellent verbal and written communication skills 
● Knowledge of and enthusiasm for news and social media platforms 
● Experience with HTML and CSS, WordPress and content management systems 
● Proficient in web-based technology, social media, and digital strategy 
● Experience working with Adobe Creative Suite and developing cutting-edge graphics 
● Hands-on experience with SEO, web traffic metrics, and web analytics tools like Google Analytics 
● Rigorous attention to detail 
● Ability to balance independent work and self-management with the ability and desire to work in a collaborative environment 
● Ability to meet multiple deadlines 
● Ability to work and communicate well with all levels of faculty, staff, students, and their families 
● Ability to maintain confidential information 
● Team player, with a good sense of humor who thrives in a fast-paced work environment 

It Would Be Nice for You to Have 
● Experience working in an education setting  

 
SALARY 
$50,000 - $60,000, commensurate with relevant work experience. Excellent benefit package including 401(K) with 4% annual employer 
contribution, tax-deferred flexible spending accounts, and generous annual leave. 
 

As an equal opportunity employer, we hire without consideration to race, religion, creed, color, national origin, age, gender, sexual 
orientation, marital status, veteran status or disability. 


