
 
 
Communications and Advocacy Associate       January 2024 

 
The Charles River Conservancy (CRC) seeks a team-oriented individual who is eager to use their strong 
communications and coalition-building skills to strengthen community connections to parks along the Charles 
River and enhance the impact of the CRC’s mission. If you want to be at the heart of everything we do – from 
advocacy to promoting public programs and environmental initiatives - this is the role for you! 
The CRC is an Equal Opportunity Employer and encourages BIPOC, LGBTQIA+ and people from a range of 
backgrounds and experiences to add their unique perspective to the organization to apply.  
 
Organization Overview 
Founded in 2000, the CRC is a 501(c)(3) nonprofit that strives to make the Charles River and its parks a well-
maintained network of natural urban places that invite and engage all in their use and care. In partnership with the 
Mass. Dept. of Conservation and Recreation, state, city and community stakeholders, our goals are to: 1) cultivate 
active engagement with the river; 2) define the parks as a platform for community and cultural life; 3) advocate using 
research and placemaking; and 4) ensure long term sustainability of the natural resource and organization. 
 

Key Responsibilities 
The Communications and Advocacy Associate will have primary responsibility for developing and maintaining key 
communication content and tools in alignment with advocacy priorities. They will work closely with the Executive 
Director and program staff to connect and inform park users of the CRC’s initiatives. Current core responsibilities are 
outlined below.  Additionally, the CRC supports employees in growing their skills and tackling new challenges within 
and beyond this scope. 
 
Communications (60%) 

● E-newsletters and Email Blasts 
o Write, design, and send monthly e-newsletter  
o Create e-blasts for programming, events, and advocacy action alerts 
o Manage contacts lists  

● Social media (Facebook, Twitter, Instagram, LinkedIn, TikTok) 
o Oversee Co-op/intern to create content, consistently post, and engage with followers 
o Track and analyze trends to develop strategic audience growth 

● Website 
o Maintain website, ensuring accuracy and timeliness of updates 
o Address occasional technical problems with website consultants  

• Press 
o Manage press contact lists; edit and disseminate press releases 
o Coordinate with press on-site at events and serve as press contact 

• Outreach 
o Oversee the CRC’s general email inbox 
o Partner with Executive Director to create presentations for meetings 

● Design and manage the production of printed materials, such as the Annual Report 
● Maintain photo and video library and manage professional photographers and videographers 

 
Advocacy (30%) 
The CRC engages in advocacy related to projects and policies that affect the health of the river and parks as well as 
access to these important resources. Examples include the I90 Multimodal Project, DCR master planning efforts, the 
state budget process and more. 

https://thecharles.org/wp-content/uploads/2022/04/CRC-Annual-Report-2021.pdf


• Participate in regular meetings with regional advocacy groups 
• Participate in public meetings (averaging 1-2 per month), often occurring outside of business hours 
• Draft and submit comment letters  
• Support relationships with elected officials by arranging meetings and providing written updates 

 
Program and Organizational Support (10%) 

● Engage in occasional community and parkland events 
● Support Associate Director with processing donations 
● Draft fundraising communications and support bi-annual appeals and special campaigns 
● Manage appeal mailing lists and donor contact information using donor database 
● Perform additional tasks outside of the job description as needed 

 
Qualifications 

● Two to four years of relevant professional experience 
● Strong verbal, written and graphic communication skills 
● Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint) and Adobe InDesign and/or Canva, with 

desire to grow your graphic skills 
● Experience using WordPress or willingness to learn 
● Experience leveraging social media platforms to promote messaging and events 
● Availability to attend 1-2 evening public meetings per month, year round 
● Availability to work occasional Saturdays during peak park season (April-June and September-October) 

 
Preferred Skills 
We recognize no one individual will embody all listed attributes and encourage candidates with equivalent, non-
traditional career experience to apply.  

● A demonstrated interest in the mission of the Charles River Conservancy  
● Proven relationship-building skills and comfort representing an organization in group meetings 
● Comfort with donor databases and confidential information 
● Comfort communicating with and managing consultants 
● Commitment to diversity, equity and inclusion and an interest in using best practices to increase 

representation of diversity in park users 
● Willingness to help with tasks outside this job description on an as-needed basis 
● Ability to communicate in more than one language 

 
Salary & Benefits 
Salary for this full-time position is $50,000 - $60,000, depending on experience. The CRC’s strong benefits include:   

● 10 days each: vacation, flexible time off, and holidays  
● Hybrid/remote work schedule: currently Tuesdays and Thursdays required in office with occasional additional 

in person work in alignment with responsibilities and seasonal programs 
● Option to work 1 week per quarter fully remote after 6 months of employment 
● Health insurance (50% - 75% CRC paid) and reimbursements for dental cleanings 
● 403b retirement plan with CRC contribution after 3 years of employment 

 
Learn More 
The Executive Director will be offering information sessions on Friday, January 19th from 9:00-9:30 am and 
Wednesday, January 24th from 12:00-12:30 pm. Click on either date to register. 
 
How to Apply 
Please submit a resume and cover letter (and any other materials that best communicate why you are the right 
person for the job!) in a single PDF to jobs@thecharles.org by Monday, January 29th, 2024. Applications will be 
reviewed as they are received. We look forward to hearing from you! 

https://us02web.zoom.us/j/84900796415?pwd=Zk5jZnIvUGZYVm04bG9xcHpVMWdUdz09
https://us02web.zoom.us/j/82188626342?pwd=aitZNlN3N1hyOXFFbW15L2xVQlFTZz09
mailto:jobs@thecharles.org
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