Communications Director Department
Organizational Structure, Staff & Job Descriptions
The Communications Director is responsible for developing and implementing all internal and external communications for UnityReach Global. This department manages branding, public relations, media, marketing, social media, website content, photography, videography, donor communications, publications, and storytelling to ensure that the mission, vision, and impact of UnityReach Global are communicated professionally and consistently.
The Communications Director works closely with the Executive Director, Mission Director, Development Department, Volunteer Department, and all ministry leaders.

Organizational Structure
Executive Director
        │
Mission Director
        │
Communications Director
        │
──────────────────────────────────────────────
Deputy Communications Director
Public Relations Manager
Marketing & Branding Manager
Digital Media Manager
Website Manager
Social Media Manager
Graphic Design Manager
Photography Manager
Videography Manager
Content & Publications Manager
Donor Communications Manager
Email Marketing Coordinator
Media Relations Coordinator
Live Production Manager
Translation & Multilingual Communications Manager
Print & Publications Coordinator
Communications Technology Coordinator
Communications Administrative Assistant

1. Communications Director
Reports To: Executive Director
Position Summary
Leads all communication strategies to promote UnityReach Global's mission, strengthen public awareness, engage donors and volunteers, and protect the organization's brand and reputation.
Responsibilities
· Develop the communications strategy. 
· Oversee branding and public messaging. 
· Approve marketing materials. 
· Coordinate media coverage. 
· Supervise communications staff. 
· Support fundraising campaigns. 
· Manage crisis communications. 
· Ensure brand consistency. 
· Prepare executive communications. 
Daily Tasks
· Review website and social media. 
· Approve marketing materials. 
· Meet with department leaders. 
· Respond to media inquiries. 
· Monitor public engagement. 
· Review analytics. 
· Plan campaigns. 

2. Deputy Communications Director
Reports To: Communications Director
Responsibilities
· Assist with department management. 
· Coordinate communication projects. 
· Supervise coordinators. 
· Prepare reports. 
· Act on behalf of the Director when needed. 

3. Public Relations Manager
Responsibilities
· Build relationships with media. 
· Write press releases. 
· Coordinate interviews. 
· Organize press conferences. 
· Manage public image. 
· Respond to public inquiries. 

Public Relations Specialists
Responsibilities
· Prepare media kits. 
· Contact journalists. 
· Coordinate interviews. 
· Maintain media database. 

4. Marketing & Branding Manager
Responsibilities
· Protect brand identity. 
· Develop marketing campaigns. 
· Promote mission events. 
· Coordinate advertising. 
· Manage brand guidelines. 
· Monitor marketing performance. 

Marketing Specialists
Responsibilities
· Create campaigns. 
· Manage promotions. 
· Develop advertisements. 
· Coordinate outreach materials. 

5. Digital Media Manager
Responsibilities
· Manage digital communications. 
· Oversee online content. 
· Coordinate digital campaigns. 
· Monitor analytics. 
· Improve online engagement. 

6. Website Manager
Responsibilities
· Maintain UnityReachGlobal.org. 
· Update mission information. 
· Manage online registrations. 
· Coordinate donation pages. 
· Ensure website security. 
· Improve user experience. 

Web Developers
Responsibilities
· Website development. 
· Technical support. 
· Security updates. 
· Database maintenance. 
· Website backups. 

7. Social Media Manager
Responsibilities
· Develop social media strategy. 
· Manage Facebook, Instagram, LinkedIn, X, TikTok, and YouTube. 
· Schedule content. 
· Monitor engagement. 
· Respond to messages. 

Social Media Specialists
Responsibilities
· Create posts. 
· Respond to comments. 
· Schedule content. 
· Monitor analytics. 

8. Graphic Design Manager
Responsibilities
· Design brochures. 
· Create posters. 
· Develop sponsor materials. 
· Produce presentations. 
· Design event branding. 
· Maintain visual identity. 

Graphic Designers
Responsibilities
· Create graphics. 
· Design social media posts. 
· Produce printed materials. 
· Update promotional assets. 

9. Photography Manager
Responsibilities
· Plan photography coverage. 
· Assign photographers. 
· Organize photo library. 
· Ensure photo quality. 
· Coordinate event photography. 

Photographers
Responsibilities
· Capture mission activities. 
· Photograph volunteers. 
· Document humanitarian projects. 
· Organize photo archives. 

10. Videography Manager
Responsibilities
· Produce promotional videos. 
· Document mission activities. 
· Record testimonies. 
· Manage video editing. 
· Coordinate livestream recordings. 

Videographers
Responsibilities
· Record events. 
· Conduct interviews. 
· Create documentaries. 
· Produce highlight videos. 

Video Editors
Responsibilities
· Edit videos. 
· Create promotional content. 
· Prepare presentation videos. 
· Manage digital archives. 

11. Content & Publications Manager
Responsibilities
· Write newsletters. 
· Produce annual reports. 
· Prepare brochures. 
· Develop website content. 
· Coordinate publications. 

Content Writers
Responsibilities
· Write articles. 
· Create blog posts. 
· Develop volunteer stories. 
· Prepare donor reports. 

Editors
Responsibilities
· Review content. 
· Ensure consistency. 
· Maintain writing standards. 
· Verify facts. 

12. Donor Communications Manager
Responsibilities
· Communicate with donors. 
· Prepare impact reports. 
· Coordinate thank-you letters. 
· Produce donor newsletters. 
· Support fundraising campaigns. 

Donor Relations Specialists
Responsibilities
· Send acknowledgments. 
· Answer donor inquiries. 
· Update donor records. 
· Coordinate recognition. 

13. Email Marketing Coordinator
Responsibilities
· Develop email campaigns. 
· Manage subscriber lists. 
· Monitor open rates. 
· Produce newsletters. 
· Coordinate announcements. 

14. Media Relations Coordinator
Responsibilities
· Coordinate TV interviews. 
· Manage newspaper coverage. 
· Arrange radio appearances. 
· Develop media partnerships. 

15. Live Production Manager
Responsibilities
· Coordinate livestreams. 
· Manage audio/video production. 
· Supervise production crews. 
· Ensure broadcast quality. 

Audio/Video Technicians
Responsibilities
· Operate cameras. 
· Manage microphones. 
· Coordinate lighting. 
· Monitor live broadcasts. 

16. Translation & Multilingual Communications Manager
Responsibilities
· Coordinate translations. 
· Maintain multilingual publications. 
· Supervise interpreters. 
· Ensure consistent messaging across English, French, Spanish, and Haitian Creole. 

Translators
Responsibilities
· Translate documents. 
· Translate presentations. 
· Review multilingual content. 
· Support international communications. 

17. Print & Publications Coordinator
Responsibilities
· Coordinate printing. 
· Manage publication inventory. 
· Work with print vendors. 
· Ensure quality control. 

18. Communications Technology Coordinator
Responsibilities
· Maintain communication systems. 
· Manage media equipment. 
· Coordinate software. 
· Support digital communications. 

19. Communications Administrative Assistant
Responsibilities
· Schedule meetings. 
· Maintain department records. 
· Track projects. 
· Coordinate correspondence. 
· Support department leadership. 

Communications Department KPIs
The Communications Department will measure success by:
· Growth in website traffic. 
· Growth in social media followers and engagement. 
· Volunteer registration conversions. 
· Donation campaign performance. 
· Media coverage secured. 
· Brand consistency across all platforms. 
· Timely publication of newsletters and reports. 
· Response time to public inquiries. 
· Quality and quantity of photos and videos produced. 
· Donor communication satisfaction. 
· Website uptime and performance. 
· Multilingual content published on schedule. 

Recommended Communications Team (100–200 Volunteer Mission)
	Position
	Recommended Number

	Communications Director
	1

	Deputy Communications Director
	1

	Public Relations Manager
	1

	Public Relations Specialists
	2

	Marketing & Branding Manager
	1

	Marketing Specialists
	2

	Digital Media Manager
	1

	Website Manager
	1

	Web Developers
	2

	Social Media Manager
	1

	Social Media Specialists
	3

	Graphic Design Manager
	1

	Graphic Designers
	3

	Photography Manager
	1

	Photographers
	3–4

	Videography Manager
	1

	Videographers
	3

	Video Editors
	2

	Content & Publications Manager
	1

	Content Writers
	3

	Editors
	2

	Donor Communications Manager
	1

	Donor Relations Specialists
	2

	Email Marketing Coordinator
	1

	Media Relations Coordinator
	1

	Live Production Manager
	1

	Audio/Video Technicians
	3

	Translation & Multilingual Communications Manager
	1

	Translators (English, French, Spanish, Haitian Creole)
	4–8

	Print & Publications Coordinator
	1

	Communications Technology Coordinator
	1

	Administrative Assistant
	1



Core Responsibilities
Before the Mission
· Develop annual marketing and communications plans. 
· Launch volunteer recruitment campaigns. 
· Produce sponsorship and fundraising materials. 
· Update the website and donation platform. 
· Coordinate press outreach and media partnerships. 
· Create multilingual promotional content. 
During the Mission
· Provide daily mission updates. 
· Capture photos and videos of outreach activities. 
· Produce social media content and livestreams. 
· Coordinate media interviews. 
· Share donor impact stories. 
· Support all departments with communication needs. 
After the Mission
· Publish the mission impact report. 
· Send donor thank-you messages and updates. 
· Produce a documentary and highlight videos. 
· Archive photos and videos. 
· Evaluate campaign performance. 
· Maintain ongoing communication with volunteers, donors, partners, and supporters. 
This structure creates a Communications Department of approximately 45–60 staff and volunteers, capable of supporting a large international humanitarian mission while maintaining a professional public presence, engaging donors and volunteers, and documenting the mission's impact across multiple platforms and languages.

