
 
 

 
 

WE ARE HIRING A PROJECT MANAGER. 
 

● Full-time position, based in San Francisco Bay Area 
● Hybrid work schedule, with some mandatory in-office/client meetings 
● Annual salary range of $70,000 - $80,000 
● Benefits: 100% Employer sponsored Health Benefits, 401k, Paid Time-off, Employee 

Assistance Program, and more 
 

Applying For The Job 
Please submit your resume with contact information to hiring@thecivicedge.com at your 
earliest opportunity with Project Manager in the subject line. We want to get to know you! 
Please share a little about yourself and why you are interested in the job.  
 
We will begin reviewing applications in early September. We anticipate an early October start 
date. 
 
Our Company 
Civic Edge Consulting is a woman-owned communications company based in San Francisco. 
We work with government agencies and nonprofits across the Bay Area. For our clients, we 
cultivate thoughtful engagement, craft creative messaging, provide savvy strategy, grab 
media attention, and deliver top-notch events –– to strengthen and improve the communities 
in which we live and work.  
 
Are You Our Next Project Manager? 
As a project manager you will help to organize, plan, and execute projects within the assigned 
budget and schedule. You’ll work closely with project leads to think through every step that 
will be needed to accomplish our clients’ goals. Whether we are collaborating on a marketing 
campaign, coming up with ideas to connect with community members, or creating collateral, 
the project manager is responsible for making sure the members of the larger project team 
know what they need to do and are on track to get it done on time.  
 
While our work varies depending on the project, project managers are typically responsible 
for: assigning tasks to your colleagues, keeping track of documents related to a project, 
coordinating with our multilingual outreach ambassador team, translation and interpretation 
providers, vendors, and other partners, occasionally overseeing in-person outreach events, 
social media content and strategy, and more.  
 
The job requires occasional availability on weekends and evenings when meetings and events 
are taking place.   

 
Skills and Qualifications  

● Leadership skills  
● Interpersonal skills 
● Decisiveness 
● Problem-solving skills  
● The ability to delegate tasks effectively  
● Task management and people management 
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● Balance multiple priorities 
● Time management skills  
● Demonstrated verbal communications and writing skills 
● Familiarity with a range of social media platforms 
● Proficient in Word, PowerPoint, Google Docs 

 
Responsibilities and Duties  

● Keeping the team organized administratively with long and short-term projects 
● Note taking for meetings internally and externally  
● Scheduling and adjusting team’s calendars  

 
Working Towards A Race Equity Culture 
As a company, we aspire to transform our work culture to a race equity culture, where we are 
proactive in our counteraction of racial and social inequities inside and outside of our 
organization. We recognize that systemic racist structures continue to play out in work 
structures like ours and that we are in the very early stages in our journey. To guide our 
process, we are currently undergoing a collaborative company-wide process to develop a 
Racial Equity Framework.  
 
A Racial Equity Framework is a lens for thinking about equitable outcomes for all communities 
and strategies for reducing barriers to social and economic mobility in the work we do and in 
“how” our work is being completed. Reviewing our hiring process will be a part of the Racial 
Equity Framework development process and incoming staff now will have the opportunity to 
engage and shape this work if it is of interest.     
 
We value, and seek to practice self-awareness, and are looking for a new team member who is 
committed to centering racial and economic equity in their life and work. 
 
Civic Edge’s Equity Commitment 
We strive to advance equity and diversity in all that we do. We recognize that we are made 
stronger by our ability to collaborate and leverage our diversity across race, gender, age, 
upbringing, education, talent, and life experience. We are an Equal Opportunity employer, 
and particularly encourage applications from members of communities disproportionately 
impacted by systemic racism and oppression, including Black communities, Indigenous 
communities, communities of color, and historically marginalized communities, such as people 
with disabilities and LGBTQ+ community members.  
 
Civic Edge provides equal employment opportunities to all employees and applicants for 
employment and prohibits discrimination and harassment of any type without regard to race, 
color, religion, age, sex, national origin, disability status, genetics, protected veteran status, 
sexual orientation, gender identity, or any other basis protected by federal, state, or local 
laws. 
 
 


