
Content Creator Job Description 
 
Here's the deal: we’re having fun doing kick-ass work and we want to keep this going. We know we are 
lucky to have such a great vibe, so as we look for another team member, we’re going to be super picky. 
We’ll hire based on skill and work ethic, of course, but also on life purpose and ethos, self-awareness, 
and possibly most important, sense of humor.  

Coursey Communications is a full-service public relations agency where we help good-for-the-world 
clients share their awesomeness with their stakeholders. (Is it just us, or does “stakeholders” make you 
think of vampire slayers? Anyhoo...) We focus primarily on education and healthcare clients, but we also 
support a few public agencies, non-profits, and the occasional for-profit business (especially fellow 
Certified B Corps).  

We help clients establish (or update) their branding and identify who they want to connect with. Then, 
we’re off to the races, developing messages that work like siren calls to attract key audiences. If clients 
need their website spruced up, we do it. If they need a stronger social media presence, we create one. 
We like to help clients build the capacity to become self-sufficient rock-star publicists without us, but 
we’re also happy to help folks on an ongoing basis. 

If you’re nodding along, wondering how you can get in on this goodness, let’s talk about how you could 
fit in. 

Unless you’re willing to commute to our office in Ukiah, California, this will be a remote position—the 
only one in our company. With the addition of this role, we will have four full-time employees, so yes, 
we’re small. This means each person’s efforts are crucial to our company’s success. Basically, if you’re 
thinking remote means relaxed, it’s exactly the opposite. 

So, what would you actually do? As a content creator, you’d write and create various pieces for digital 
and traditional media. You’d craft stories with compelling content that speaks to specific audiences. 
You’d know how and when to write press releases, blog posts, articles, eBooks, social media posts, and 
email correspondence, as well as content for websites. You’d know when to use a short video or an 
infographic as opposed to an in-depth white paper. You’d be comfortable developing marketing copy to 
promote our own products and services and those of our clients, as well as endorsing and promoting 
content on social media and other online platforms to support strategic goals. 

To be successful in this role, it’ll help to be a grammar nerd and a computer geek. You’ll need to know 
your way around digital publishing platforms, including but not limited to common social media 
platforms, common website platforms, and common email marketing apps. You should also have 



experience planning, creating, and delivering content that fosters strong relationships and loyalty 
between clients and their key audiences.  

This is a fast-paced work environment. If you prefer a predictable workday where the priorities at the 
beginning of the day match the priorities at the end of the day, this may not be a good fit. If you’re easily 
overwhelmed by interruptions, clients who need attention right now, and multiple tasks competing for 
your attention, you’d be miserable here. 

This role requires a self-starter who can think quickly under pressure, work autonomously, and 
contribute positively as part of a team. It also requires a service-minded individual who consistently 
strives to exceed expectations with high-quality work. So, yes, we’re asking a lot, and if this gives you 
that tingly sense of excitement because you think you may have found your people, keep reading. 

Here’s some stuff you’ll need to be able to do… 

• Adhere to branding standards, including voice and key messaging, when writing for clients and for 
JCC; 

• Effectively interview people and conduct research to identify information pertinent to the subject at 
hand; 

• Distill information into concise, easy-to-read content 
• Respond to client requests in a timely manner with polish and professionalism; 
• Be willing to jump in for other duties as assigned. We’re a small company, and duties can vary 

dramatically, from challenging and interesting to boring but important. 

Here are some nitty, gritty qualifications… 

• Exceptional communication skills and a familiarity with public relations best practices, 
combined with the ability to work with people at all levels of an organization; 

• Experience creating strong, engaging content; 
• A portfolio of applicable outputs; 
• An understanding of how to maximize SEO; 
• Demonstrated excellence in writing, proofreading, and editing; 
• Excellent research, organizational, and time management skills; 
• Strong listening and communication skills; 
• The capacity to work independently and collaboratively; 
• Ability to work efficiently without compromising quality or accuracy;  
• Familiarity with the following social media and website platforms: Facebook, Instagram, Twitter, 

TikTok, YouTube, WordPress, SquareSpace, and IES/Cyberschool (preferred); 
• Familiarity with Canva (Adobe Creative Suite – preferred, not required); and 
• Competence with Windows, Microsoft Office Google Suite, Slack, Dropbox, and other business 

applications 

Do-gooders unite… 
As a member of JCC team, the Content Creator will occasionally participate in and otherwise support 
charitable projects on company time. 



Here’s what we mean by “our vibe”… 
We practice radical transparency, mutual respect, and self-management. Everyone is expected to 
communicate his/her/their needs and expectations, and to work toward meeting the needs and 
expectations of others in service of our goals and in line with our organizational values. We can’t figure 
out why this isn’t true everywhere, but apparently it isn’t. Communicate openly, treat others how you 
want to be treated; help others succeed. It’s pretty simple. 
 
Pay and stuff… 

• $22 - $25 per hour, depending on experience 
• 10 paid personal days per year for full-time employees 
• 7 paid holidays: 

o New Year’s Day 
o Memorial Day 
o Independence Day 
o Labor Day 
o Thanksgiving Day 
o The day after Thanksgiving 
o Christmas Day 

 
• We do not offer health insurance or retirement benefits at this time, but we’re working on it 
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