
Job Announcement 

 

 

Communications and Outreach Manager 

The Northern Virginia Transportation Commission seeks an experienced communications professional with a passion 
for transportation to join us in promoting the region’s expanding transit network. Put your media savvy and 
communication and public outreach skills to work to help ensure that our businesses and residents continue to be 
served by a high-capacity, high-quality network of transit systems. 

Position Description 

The Communications and Outreach Manager coordinates most aspects of the agency’s communications and outreach 
efforts, supports Commissioners and senior managers, develops and implements communications and outreach 
strategies to publicize organizational initiatives, designs print and electronic publications, produces podcasts and 
videos, and manages communications-related contracts. He/she supports community and stakeholder outreach on key 
initiatives, such as the establishment of bus rapid transit along Route 7, and plans and implements special events, 
including NVTC’s annual legislative briefing. 

The ideal candidate will be an experienced storyteller who has worked in a variety of mediums, is a quick study of 
complex public policy issues and has a demonstrated interest in transit, transportation, or economic development. We 
are looking for a team player and creative problem solver who has excellent written and verbal skills and is adept at 
developing visually compelling communications materials for print and the web. This position requires a college degree 
and at least five years of relevant experience supported by strong references. 

Requirements 

Mandatory: 

• Bachelor’s degree in communications, journalism, public administration, transportation or related field, plus 
five years of professional experience;  

• Excellent written and verbal communication skills; 
• Experience in the design and production of presentations and other print and electronic material; 
• Ability to work collaboratively across the organization and to facilitate joint projects with local jurisdictions 

and regional transit providers; 
• Experience in building a network of traditional and social media contacts and using social media as a tool to 

promote an organization’s mission, public policy initiatives, community engagement efforts, and projects; 
• Experience with Microsoft Office and email marketing software, such as MailChimp or Constant Contact. 

Desirable: 

• Professional experience beyond the minimum five-year requirement; 
• Background in journalism or media relations and familiarity with AP style;  
• Experience designing and/or conducting community outreach efforts to include onsite and online; 
• Experience drafting and editing a range of communications materials including speeches, testimony, 

articles, blogs, web content, scripts, letters to the editor, opinion pieces, reports, analyses, 
recommendations for board action, and comments to legislative and regulatory agencies;  

• Experience with government and public policy; 
• Experience with Adobe software, including InDesign, Illustrator and Photoshop;  
• Experience in creating and executing media plans for specific events and issues; 
• Livestreaming, photographic, and audio and video production skills. 



Essential Functions 

• Provide expertise in communications strategy and message development; 
• Provide communications and media relations counsel to NVTC staff and Commissioners; 
• Communicate technical, policy and programmatic information to a range of audiences; 
• Perform complex writing, editing and other communication tasks; 
• Serve as NVTC’s point of contact for media and other inquiries; 
• Develop and implement community and stakeholder outreach strategies in support of Commission initiatives; 
• Support the preparation and publication of reports, studies, and legislative/policy documents; 
• Work with business and nonprofit groups and other government agencies to secure NVTC staff and/or 

Commissioner participation in transportation-related conferences, roundtables and other events. 

How to Apply 

Applications received by 11:59 p.m. on March 24, 2019 will be prioritized for consideration. NVTC is an equal 
opportunity employer. Please provide a resume with relevant experience as well as a letter describing your 
qualifications and interest in this position. Submit your application to:  

opportunities@novatransit.org 

Applications can also be mailed to: 

Colethia Quarles 
Northern Virginia Transportation Commission 
Attn: Communications and Outreach Manager Position 
2300 Wilson Boulevard, Suite 230 
Arlington, VA 22201 

About the Northern Virginia Transportation Commission (NVTC) 

NVTC (www.novatransit.org) serves as a regional forum for discussion and analysis of transit issues that are vital to our 
economy and quality of life. Founded in 1964, in part to represent the interests of the Commonwealth during the 
establishment of the Washington Metropolitan Area Transit Agency (WMATA), NVTC is charged with the funding and 
stewardship of WMATA and the Virginia Railway Express (VRE), which it co-owns. NVTC is also the lead agency in the 
administration of the Commuter Choice program, a multi-decade effort that leverages toll revenues from Northern 
Virginia express lanes to support transit and TDM activities along those corridors. Because Northern Virginia is also 
home to six bus systems, NVTC works across jurisdictional boundaries to facilitate improved transit service, leverage 
joint procurements, and coordinate Northern Virginia’s efforts to mitigate Metrorail maintenance shutdowns 

Salary and Benefits 

NVTC offers a competitive salary and outstanding benefits (life, health, dental, disability insurance; pension; pre-tax 
child care and medical cafeteria plan; free parking or parking cash-out; tax-free transit benefit). In addition, NVTC offers 
opportunities for professional development and training. All employees are eligible for membership in ZipCar and 
Capital Bikeshare. Salary is dependent on experience and qualifications.  

Salary Range: $80,000 to $100,000 

Additional Information 

NVTC’s office is located in the Court House area of Arlington, Virginia. Work hours are generally 8 a.m. to 5 p.m., Monday 
through Friday.  Work hours may vary based on business needs and will include evening and weekend hours. Some local 
and regional travel may be required. 
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