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Job Title: Communications Associate 

Company: Bridgeway Capital, Inc. 

Date: May 16, 2016 
 

Bridgeway Capital, Inc., headquartered in Pittsburgh, Pa., makes western Pennsylvania a 
thriving region for all by promoting economic opportunity and community revitalization.  
As a nonprofit lender with $113 million in resources, Bridgeway was founded in 1990 and 
serves 15 counties from 3 offices.  It is a market-driven, private sector intermediary with a 
social mission.  It has placed over 1,100 loans for over $135 million.  Bridgeway is certified 
as a Community Development Financial Institution (CDFI) by the U.S. Treasury 
Department, and also manages a Certified Development Company (CDC) under the SBA 
504 program.  Bridgeway plans to continue recent dramatic growth.  Bridgeway has an 
Aeris rating of AA2. 

   
Communications Associate – Position Summary 
Reporting to the Craft Business Accelerator & Communications Director, the 
Communications Associate implements Bridgeway’s strategic communications plan. They 
develop and execute engagement tactics, both short and long range, to maximize loan 
deployment and encourage the expansion of Bridgeway’s social impact in western 
Pennsylvania. The Communications Associate’s main focuses are (1) the documentation 
and dissemination of Bridgeway’s social impact to a variety of stakeholder groups and to 
the general public, and (2) implementing communications tactics that help the 
organization increase deployment of its financial products and programs to underserved 
populations and disinvested communities in the region. 

 

Essential Duties and Responsibilities 
1. Manage and Improve Bridgeway’s Communication Platforms and 

Collateral 
o Work with Craft Business Accelerator & Communications Director to prepare 

annual communication plan to guide Bridgeway’s engagement activities   
o Ensure that organizational websites have up-to-date information and engaging 

content focusing on Bridgeway’s social impact and client successes  
o Work with lending and development team to design communications collateral 

(brochures, flyers, postcards, banners, etc.) that supports deployment of 
financial products and programs and attracts new clients, investors, and 
partners   

o Ensure that team members are equipped with presentation materials that have 
consistent messaging and branding    

o Work with development and financial management team to create content for 
annual report minisite and companion brochure 

o Cultivate productive partnerships with contacts in regional media to encourage 
maximum coverage for organizational achievements and client successes 

o Generate positive coverage through effective media relations with broadcast, 
print, and new media 

o Utilize social media platforms to increase exposure for organizational 
achievements and client successes   

o Plan and oversee the organization's advertising and promotion activities 
including print, electronic, and direct mail outlets 
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2. Coordinate Events that Highlight the Impact of Bridgeway and Create a 
Collaborative Atmosphere Fostering Future Financing Opportunities 

o Design, coordinate, and execute all aspects of the annual meeting event  
> Work with Senior Staff to select and secure venue 
> Coordinate food and beverage offering  
> Plan engaging programming that features the success of Bridgeway 

clients (signage, videos, program, slideshows, departing gifts, 
Impact Awards, etc.) 

> Coordinate event sponsorships and ensure sponsorship level 
benefits are communicated and delivered 

> Track event attendees and sponsor guests 
> Work with supporting staff to execute event planning (guest 

registration, event timelines, etc.)       
o Design, coordinate, and execute a variety of events that engage target 

audiences including clients, investors, and partners   

 
3. Design Content that Engages Bridgeway’s Target Audiences 

o Work with contract photographer(s) to document Bridgeway’s activities and 
client success stories to create library of powerful and useful images 

o Work with contract videographer(s) to create evocative video content on 
Bridgeway’s social impact and client successes 

o Work with writers and artists and oversee copywriting, design, layout, and 
production of promotional materials 
 

4. Implement Strategies that Help Bridgeway Effectively Engage its 
Target Audiences 
o Conduct research to determine market requirements for existing and future 

financial products and programs 
o Analyze client research, current market conditions, and competitor information 

from CDFI sector and other forms of unconventional lending 
o Monitor industry best practices in the CDFI sector to identify emerging 

communications trends that could enhance Bridgeway’s target audience 
engagement 

o Collaborate with colleagues at Opportunity Finance Network and other CDFI 
service organizations to promote and advocate for CDFI effectiveness and share 
Bridgeway’s regional impact on a national level 

 
This position description in no way states or implies that these are the only job duties to be 
performed by the employee in this position. The employee will be required to follow any 
other job-related instructions and to perform any other job-related duties requested. 
 

Education/Experience (all education/experience bullets are required unless 
noted as “preferred”) 

 4-Year Bachelor’s Degree (prefer Communications, Marketing, or Nonprofit 

Administration majors)  

 3-5 years of experience in communications and marketing sector 
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Job Knowledge, Skills and Abilities (all knowledge, skills and abilities are 
required unless noted as “preferred”) 

 Ability to understand, implement, and communicate Bridgeway Capital’s mission 

 Highly collaborative style; experience developing and implementing 
communications strategies 

 Excellent writing/editing and verbal communication skills 

 A strong track record as an implementer who thrives on managing a variety of key 
initiatives concurrently 

 Relationship builder with the flexibility and finesse to "manage by influence" 

 High energy, maturity, and leadership with the ability to serve as a unifying force 
and to position communications discussions at both the strategic and tactical levels 

 Sincere commitment to work collaboratively with all constituent groups, including 
staff, board members, volunteers, clients, investors, program participants, and 
other supporters 

 Works independently, entrepreneurially, and enjoys creating and implementing 
new initiatives 

 Competency in Microsoft Office products including Word, Excel, and PowerPoint 

 Competency with Adobe Creative Suite products including InDesign, Illustrator, 
and Photoshop  

 Works with team members to establish and achieve clear, measurable performance 
goals linked to organizational goals  

 Translates strategy into specific action plans  

 Seeks input from others, facilitate group problem-solving, and work effectively with 
others to achieve communications goals 

 

Physical Demands  
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodation may be used to enable individuals with disabilities to perform the 
essential functions. While performing the duties of this job, the employee is regularly 
required to sit; use hands to write and/or type; and talk or hear. The employee is 
occasionally required to stand, walk, and bend. The employee may occasionally lift and /or 
move up to 10 pounds. The work environment characteristics are representative of those 
an employee encounters in an office environment. 
 

Diversity Statement 
Bridgeway is dedicated to the goal of building a culturally diverse staff that is committed to 
working in a multicultural environment. Bridgeway values equality of opportunity, human 
dignity, and racial/ethnic and cultural diversity. Bridgeway does not discriminate against 
individuals on the basis of race, color, sex, sexual orientation, gender identity, religion, 
disability, age, veteran status, ancestry, or national or ethnic origin in the administration 
of its employment policies, programs, and activities.  


