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POSITION DESCRIPTION
JOB TITLE:

 SEQ CHAPTER \h \r 1Director of Public Policy
HOURS:

40 Hours per Week

SUPERVISION:
Reports to the Executive Director

Data Collection:
· Coordinate the development, production, and distribution of DC KIDS COUNT annual fact book including working with consultants and leading agency partners;
· Expand and coordinate network of agencies participating in the development of the fact book;
· Serve as the DCCTF’s liaison among leading institutions (e.g., Family Strengthening Collaboratives, Children’s National Medical Center, the Early Care and Education Administration, etc.);
· Review and increase the number of local indicators tracked; 

· Maintain D.C. KIDS COUNT Collection;
· Write semi annual and annual grant reports and proposals and applications  for funding.
Advocacy:

· Using data in the DC KIDS COUNT Book, develop and implement an annual public policy agenda for the District of Columbia and advocacy strategies for DCCTF;
· Establish and maintain ongoing relationships with key legislators and government officials;
· Develop and respond to opportunities for providing testimony on key issues;
· Provide staff support and coordinate the activities of the DCCTF’s Community Advisory Board.
Public Relations:
· Work with public relations and other consultants to develop and implement media and 


public awareness strategies for DCCTF;
· Establish and maintain ongoing relationships with key media personnel;
· Develop and respond to opportunities for increased public awareness;
· Serve as DCCTF’s communications officer;
· Write press releases, advisories, letters to the editor and other media communications;
· Develop and coordinate the production and collection of public education materials;
· Produce the DCCTF’s quarterly newsletter and other publications of the Trust including writing articles, and overseeing design and layout;
· Develop and coordinate community activities including community presentations, forums, and workshops;
· Develop a strategy for utilizing web site for public education and awareness; 


Maintain/update web site; 

· Respond to requests for information.
Other Duties:
· Contribute to grant proposals and reports;
· Write a monthly and annual report of activities;
· Other duties as required.
Qualifications: 

Requirements - MA degree or equivalent, JD a plus; 2-3 years experience in project management, preferably in communications or public policy; excellent analytical, writing, and verbal skills; proficiency with computers – word processing, desk-top publishing, HTML and web-publishing software.

