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Communications Assistant 

Full-Time, Year-Round 

 

Oxbow is a 25 acre organic farm, education center, and native plant nursery located on a 100-

acre wilderness preserve in the Snoqualmie Valley, 25 miles east of Seattle. The farm supports a 

600 member CSA, supplies over 30 restaurants and independent grocery stores with local, 

organic produce. Our education center, which has a working small farm and Living Playground, is 

committed to teaching children about sustainable agriculture and the environment. At Oxbow 

children see firsthand where their food comes from, where salmon spawn, and understand why 

we need to protect both. The Native Plant Nursery, built in 2013, is a production, research and 

education facility. We aim to grow the highest quality native plants for restoration, mitigation 

and landscaping, using ecologically sound practices, and foster research and education that 

contribute to the restoration and nursery-growing community. 

 

Position Overview 

The Communications Assistant will be responsible for creating and implementing a 

comprehensive communications program that will enhance the organization’s image and 

position within the marketplace and general public. This person will focus primarily on external 

communications, but will need to work internally with staff on deadlines and task management.  

The Farm Sales and Marketing Manager will support the Communications Assistant in promoting 

and further defining our well-loved brand and providing dynamic customer service.   

 

Job Responsibilities 

 Create a standard communications strategy to unify the Oxbow brand across all 

program areas.  

 Coordinate appearance of all organization print and electronic materials such as 

advertising, website, weekly newsletter and all social media outlets. 

 Provide editorial direction, design, production and distribution of all organization 

promotional materials in collaboration with a contract Graphic Designer. 

 Manage the global Marketing Matrix to ensure all program areas are meeting deadlines 

and marketing goals. 

 Develop short and long-term plans and budgets for our communications program and 

its activities, monitor progress, assure adherence and evaluate performance. 

 Manage the sales department e-mail account, provide excellent customer service or 

respond to inquiries as necessary. 

 Other tasks as deemed necessary by supervisor and/or executive 

director. 
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Qualifications 

 Excellent oral and written communication skills. 

 Must possess good problem solving and interpersonal skills. 

 Experience with creating intentional social media strategies 

 Consistent attention to detail 

 Ability to take direction, ask for help/clarity when necessary, and accept constructive 

feedback on work and technique 

 Clear, consistent communication  

  

Hours:  

40 hours a week.  This is a year-round position. 

 

Compensation:  

$12 - $15 per hour DOE 

 

This position reports to the Farm Sales and Marketing Manager  

 

Deadline to apply:  

February 28, 2015 

 

If interested please send or email a resume, cover letter, and 3 references to:  

 

Sarah Dublin, Farm Sales & Marketing Manager 

Oxbow Organic Farm & Education Center 

sarahd@oxbow.org 

www.oxbow.org  

 

http://www.oxbowfarm.org/

