
Creative Services Specialist

Location
Oakland, CA; Telecommute

Reports to
VP, Brand and Storytelling

Organization Overview
At Common Future, we imagine a future where people, no matter their race or ethnicity, have
power, choice, and ownership over the economy. Founded in 2001, we know that the ideas,
models, and solutions that can restore community wealth already exist, they just require attention
and investment. We work with hundreds of community leaders and funders through flexible
initiatives that build inclusive economies. These initiatives are centered around shifting capital,
uplifting local leaders, and advising the development of equitable economies. We are a 22 person
organization (and growing). Our culture values equity, experimentation, continuous learning,
collaboration, trust, and the wellbeing of our employees. Read more about us on our Medium page.

Position Overview
The communications team at Common Future creates content, conversations, and campaigns that
transform how people think about and work towards an equitable economy. The Creative Services
Specialist plays a critical role in this work by ensuring all of our assets are brand-aligned and
beautiful. As Common Future diversifies and deepens relationships with its audiences and the
organization has growing communications needs, this person understands the importance of a
cohesive (and stunning) visual identity and voice.

On a day-to-day basis this looks like: fielding design requests, creating templates, designing
collateral for social, newsletters, and campaigns, creating pitch decks, managing assets, occasional
copywriting, and more. This person serves as an internal consultant for the organization, not only
bringing projects to life through design, but also maintaining a design process and system that
keeps everyone informed of how to make requests, what assets are you used for what, and where
they live.

Key Responsibilities
● Stewardship of brand identity: Working closely with the VP of Brand and Storytelling, you

will understand the importance of brand identity and cohesion and translate that to a living
brand strategy.

● Creation and maintenance of brand-aligned assets: From website updates and decks to
email headers and one pagers, you are responsible for the creation and maintenance of all
key assets and templates. You also have space to experiment with unique ways of
expressing the brand through design.

● Project management of requests: Create and manage creative briefs and the creative
process from concept to production, communicating deadlines, process, and needs to the
team.

1

https://www.commonfuture.co/
https://medium.com/commonfuture


● Support on special projects: Work with the comms team to design materials for special
projects such as events, digital campaigns, and reports.

Desired Qualifications
● Established design project portfolio that includes visual identity, swag, and marketing

assets
● Understands brands, story, and how to make an impact through cohesive and consistent

design
● Strong project management and production skills, specifically:

○ Managing a production schedule
○ Utilizing Asana or other project management platforms to consistently manage

projects
○ Communicating deadlines and deliverables
○ Proactively problem solving when stuck
○ Following through on commitments
○ Attention to detail, especially tightening up and improving materials

● Expertise in the most up-to-date Adobe Creative Suite, specifically InDesign and
Photoshop. Illustrator and Premiere Pro are a plus

● Experience with WordPress a plus
● Thrives in collaborative environments and enjoys working with others to accomplish

shared goals
● Organized, proactive, nimble, and strategy-driven
● Excellent interpersonal skills, along with diplomacy, tact, and humor
● Entrepreneurial style, with an enthusiasm for experimentation and working in a dynamic,

fast-paced environment

Compensation and Benefits
This is a full-time, exempt position. The salary range is $60,000 - $70,000 and commensurate with
experience.  Common Future offers a work environment that is committed to the wellbeing and
support of our employees. We embrace a human-centered approach to our practices and policies.
We offer a competitive benefits package that includes

● 20-25 paid time off days
● 18 paid holidays, including a week off in the Spring and the Fall
● Remote and flexible work options
● Stipend for office supplies, work from home costs, and cell phone
● Paid medical, dental,  vision, and life insurance
● Paid long term disability coverage
● 4% 403b retirement plan contribution that is immediately vested
● $500+ professional development stipend
● And more

How to Apply
As an Equal Opportunity Employer, Common Future does not discriminate against applicants or
employees due to their race, ethnicity, religion, sexual orientation, gender, gender identity, age,
physical ability, hairstyle, previous incarceration, or length of time spent unemployed. As an
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organization, we are committed to reflecting the diverse communities we serve. Applicants who
contribute to this diversity are strongly encouraged to apply.

To apply, please submit your cover letter, resume, salary expectation, up to 3 references, and a link
to your portfolio here.

In your cover letter, please answer the following questions with no more than 3-5 bullet points per
question:

- Why do you want to work at Common Future?
- How might your experiences, whether lived, worked, or studied, contribute to the

mission of Common Future and this role?
- Anything else you would like us to know.

Our ideal start date for this role is Fall 2021 with interviews beginning in September. Applications
will be evaluated as they arrive and the position will remain open until filled.

Job Posted on Aug 17, 2021
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