
Job Description 
FWD-Doc Programme & Communications Manager 
September 2020 
 
 
Location: Remote, anywhere in the world (with capability to have regular online group meetings 
with the FWD-Doc team, who are based in California, Washington DC, Texas and England)  
Commitment: Part-time, initially 10 week commitment, with potential for longer term and 
increase in compensation  
Compensation: 20 hours per week at $22 USD per hour  
Reports to: FWD-Doc Founding Members Jim LeBrecht, Day Al-Mohamed, Lindsey Dryden 
and Alysa Nahmias  
Start date: Autumn 2020  
 
OVERVIEW 
 
FWD-Doc: Filmmakers With Disabilities https://www.fwd-doc.org is a US- and UK-based 
advocacy organisation founded by D/deaf and disabled filmmakers Jim LeBrecht, Day 
Al-Mohamed and Lindsey Dryden and ally Alysa Nahmias. FWD-Doc seeks to increase the 
visibility of, support for, and direct access to opportunities, networks, and employment for D/deaf 
and disabled filmmakers. We believe that coming together as a community allows us to support 
each other and advocate for ourselves with greater power. We aim to foster greater inclusion of 
disability within documentary and the broader entertainment industry. 
 
We are now looking for a talented Programme & Communications Manager to support 
FWD-Doc’s development as we expand our community and reach, and as we seek to deploy a 
number of exciting and timely initiatives.  
 
The role’s key responsibilities will include ongoing administrative and coordination tasks, project 
management, managing communications, grant writing in collaboration with the founding 
members, contributing to campaign strategy and leading the practical deployment of initiatives.  
 
The position would be ideal for an experienced arts / non-profit administrator with a background 
in disability justice / arts / advocacy, who is passionate about project management, film and 
social change, disability justice and seeking to move into a more senior role over time. We aim 
that this position will gradually develop into a leadership role as FWD-Doc expands.  
 
Essential skills include outstanding organisational and administrative capabilities, a high level of 
attention to detail and the ability to work flexibly, whilst managing a varied workload. Our 
Programme and Communications Manager needs to be able to work effectively as part of a 
small, remote team while also being capable and confident in undertaking independent work 
and guiding a busy group of founders to the completion of projects. This role requires the 
highest level of professionalism and top communication skills. Experience in a collaborative, 
busy arts and/or disability justice environment is required.  

https://www.fwd-doc.org/


 
Key duties and responsibilities include: 
 

- Scheduling FWD-Doc meetings with industry figures and organisations  
- Managing communications across our email list, Google Group and Facebook group 
- Managing FWD-Doc’s organisation and admin, including allocating tasks and deadlines 

to the founding members when required  
- Project managing a range of FWD-Doc campaigns  
- Prepping for, attending and moderating member meetings, including some note-taking 

(online)  
- Gathering and analysing data from our membership (e.g. to build a talent database)  
- Organising and managing the FWD-Doc filing system in G Suite incl. databases and 

budgets / expenses tracking, including setting up systems/processes/templates to 
streamline our activities  

- Creating digital materials (e.g. campaign documents, lists of resources, graphics for 
events/statements)  

- Keeping records of FWD-Doc’s events and news history  
- Arranging access support and accommodations for FWD-Doc meetings (i.e. CART / live 

captioning / BSL/ASL interpreters etc)  
- Researching access support providers  
- Organising in-person and virtual events (e.g. FWD-Doc panels at film festivals)  
- Updating our website (Squarespace)  
- Setting up and coordinating working groups of our members, to focus on key campaigns  
- Managing and enhancing our social media presence on Twitter, FB and Instagram, incl. 

encouraging community engagement and regularly sharing posts about our events and 
news  

- Writing and/or formatting campaign documents incl. case studies about FWD-Doc 
members and productions, and tip sheets about making accessible film deliverables  

- Researching funding and other opportunities for FWD-Doc, and keeping a calendar of 
deadlines  

- Grant writing in collaboration with the founding members 
- Contributing to ideas for campaign strategy with the founding members 

 
Necessary attributes:  
 

- Experience in arts/social justice administration; film experience a plus  
- Commitment to (and ideally experience in) disability justice  
- Initiative, self-direction, attention to detail, and the ability to hit the ground running  
- Highest level professionalism and people skills, including the ability to interact with a 

range of colleagues, collaborators and target partners  
- Effective verbal and written communication 
- An enthusiastic and collaborative spirit, and a positive, can-do attitude 



- Confidence with Google Suite, Squarespace, social media, Zoom and other video 
conferencing platforms, and image manipulation software/apps (e.g. Photoshop, 
InDesign, Canva) 

 
 
LOCATION  
 
This is a remote role that can be based anywhere where the candidate can be available for 
team meetings 2-4 times per month between the hours of 10am and 1pm Pacific Time, as well 
as weekly check-ins during business hours on Greenwich Mean Time. Fluency in English and 
access to the internet and Google Suite are required. The FWD-Doc founding team all work 
from home in different timezones (California / Washington DC / United Kingdom) and we 
collaborate via video conferencing and email to create an inclusive, accessible environment in 
which our colleagues can thrive. For us, remote working is a benefit.  
 
HOURS & REMUNERATION 
 
We can currently offer 20 hours per week at $22 USD per hour initially for 10 weeks, with 
potential for longer term and an increased rate (subject to fundraising). This role is currently an 
independent contractor position (and the successful candidate will be responsible for their own 
taxes). Hours are flexible, and will include a team call 2-4 times per month and a weekly 
check-in with a FWD-Doc founding member. The independent contractor will submit invoices 
every 2 weeks.  
 
HOW TO APPLY 
 
Please email hello@fwd-doc.org with the subject line Programme & Communications 
Manager and include your resume and cover letter. We are accepting applications until end of 
September 2020.  
 
We actively encourage applications from candidates who are underrepresented in the Film & TV 
industries, especially D/deaf and disabled and BIPOC candidates. We will invite shortlisted 
candidates to inform us of their required accommodations.  
 
EQUAL OPPORTUNITY STATEMENT 
 
FWD-Doc is an Equal Opportunity organisation. At the heart of our policy, we seek to treat all 
people fairly and with dignity and respect. FWD-Doc is committed to a work environment that 
supports, inspires, and respects all individuals and in which personnel processes are 
merit-based and applied without discrimination on the basis of race, creed, colour, religion or 
belief, gender, sexual orientation, gender identity/expression, national origin, disability, age, 
genetic information, veteran status, marital status, pregnancy or related condition (including 
breastfeeding), or any other basis protected by law.  
 

mailto:hello@fwd-doc.org


 


