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Design & Administrative

Communications 
Manager

Develop effective communication strategies under the direction 
of the Principals and Brand Director 

Support the Brand Director on the management of internal 
publishing efforts, both digital and print

Ensure all messaging aligns with the firm’s brand and core values 

Coordinate photo shoots including volunteer scheduling, 
participant coordination, invoicing, and proofing processes

Provide assistance on photo shoots including staging, security 
coordination, photographer scheduling, and invoicing 

Assist the Design Directors with photoshoot scouting, shot 
location plans, and overall photography direction 

Manage and update the studio’s marketing asset library, including 
photography, templates, and other artifacts 

Develop and maintain a log of all press inquiries, photography 
rights, and client publication agreements 

Coordinate, produce, and distribute press kits 

Liaise with PR agencies and media and handle requests for 
interviews, statements, etc. 

Support Studio O+A’s Public Relations Consultant in the 
distribution of assets to media outlets. 

Maintain the Studio’s social media channels and produce new 
content on an on-going basis; curate and coordinate staff 
contributions to social media 

Develop, write, and produce presentations and other materials to 
support business development 

Partner with the Business Development Manager and  
Executive Assistants to update and maintain the customer 
and contact database 

Develop a deep understanding of studios project assets, project 
stories, photos, relevance to practice and Business Development

Partner with the Head Writer and Brand Director to manage the 
website and update it on an ongoing basis 

Prepare and submit design award entries under direction of the 
Principals and Brand Director 

Coordinate and plan O+A sponsored events including open 
studios, book signings, and lecture series. Act as a resource to 
the staff for marketing specific information

Identify issues, risks and conflicts and ask for assistance and/or 
delegate in a timely and constructive manner when required

Lead a bi-weekly Communications Meeting to brief leadership on 
communications efforts and identify new opportunities 

Overview

Responsibilities

The Communications Manager is responsible for producing content that promotes a positive public image and 
positions O+A as a thought leader and design influencer. This person will work closely with the Principals,  
Brand Director, and Head Writer on a firm-wide communications strategy, message and tone. He/She ensures  
that marketing and communications are prioritized and implemented in alignment with the studio’s vision. 
Given this variety, the ability to work under pressure, prioritize and handle a number of concurrent projects 
and tasks is key. 

This position requires excellent verbal and written communication skills as well as acute attention to detail. In 
order to be successful, the Communications Manager must be proficient in InDesign, Photoshop, Acrobat, and 
MSOffice. Experience working with WordPress is preferred.  


