
 

 
 

Campaign Manager Job Description 
Elect Dawn Lesley for Lane County Commissioner, District 1 (West Lane)  

May 17, 2022 Primary Election 
 

The campaign manager’s main responsibility as a key member of the campaign team is to effectively 
implement the strategies outlined in the campaign and fundraising plans. The manager needs to multi-task at 
all times – supervising and supporting the candidate to ensure she is using her time wisely to succeed in 
getting votes and raising campaign funds. The manager will also need to recruit and delegate to volunteers 
and manage volunteers’ activities and ensure robust and effective outreach and campaign communications.    
 
Primary Responsibilities:  
 
Campaign Plan: Implement a winning campaign plan that outlines the campaign’s efforts through Election 
Day; including fundraising, canvassing, phoning, volunteer recruitment, district outreach, and local media 
relations. 
 
Fundraising Plan: Support implementation of fundraising plan for a six-figure campaign budget that relies 
on direct mail solicitations, candidate phone calls, political action committee donations, virtual and in-person 
house parties and other fundraising events. Staff the candidate during events and ensure adequate volunteer 
support is in place. 
 

• Work with the candidate, fundraising coordinator, and campaign treasurer to achieve the fundraising 
plan goals. This may include but is not limited to: conducting donor research and preparing 
appropriate information, tracking results, drafting letters and email messages to donors, and 
following up with donors and supporters. 

• Manage and track relationships and communications to secure financial support from key individuals, 
lobby organizations, and political action committees. 

 
Candidate Management: Manage the candidate’s time by scheduling times for canvassing, fundraising calls, 
lobby calls and endorsement interviews; and by identifying opportunities to participate in community 
outreach events, as appropriate. Keep the candidate on schedule and on task. Always make sure she has the 
preparation and information needed to succeed.   
 
Volunteer Recruitment and Management: Use the candidate’s and campaign manager’s personal contacts, 
county party, and local connections to recruit, train, and manage campaign volunteers.  Secure commitments 
throughout the cycle and assign relevant tasks.   
 
Field Planning and Executing: Draft and implement a field plan that involves candidate, volunteers, 
campaign staff canvassing, community outreach, phone-banking, creative field tactics, volunteer recruitment 
and confirmation of positive IDs.    
 
Press Relations: Serve as the campaign contact for local and statewide media. Coordinate with consultant (if 
applicable) in drafting press releases when appropriate and preparing candidate for press opportunities.  
 
  



 
Post-election wrap up: Work with candidate and treasurer to ensure all supporters are appropriately 
acknowledged. Organize and secure donor, volunteer, and supporter lists. Document key campaign 
milestones and compile a debrief report. Take down yard signs and pack up office and supplies; arrange for 
storage. Archive mail pieces and other communications. Catalog and organize any other information to be 
used by the candidate for constituent outreach and any future campaigns with particular attention to email 
lists.  
 
Secondary Responsibilities:  
 
Office Management: Secure in-kind or low-cost office space for the campaign, at the appropriate time, and 
serve as office manager for the space. Answer phones and screen candidate’s email.   
 
Contribution and Expenditure Tracking: Work with the campaign Treasurer to establish and maintain 
accurate records of bank account, contributions and expenditures, and assist the Treasurer with contribution 
and expenditure report filings when needed.   
 
Website Maintenance: Maintain the campaign’s website so that it serves as a valuable and up-to-date 
communication tool or delegate this task when appropriate.   
 
Social Media: Promote campaign events and document candidate activities and appearances via social media.  
 
Qualifications:  
 
The ideal candidate will have: 

• Campaign management experience, the ability to effectively supervise and direct staff, exceptional 
time management skills, and a passion for Democracy and for electing grassroots, feminist candidates 

• An understanding of the time commitment, intensity, and dynamic nature of a competitive campaign; 
and the energy and flexibility to accommodate these demands 

• Positive attitude and commitment to enthusiastic team leadership 
• Willingness to express personal opinion regarding campaign decisions and – in case of disagreement - 

understanding and comfort with the candidate making the final call 
• Strong interpersonal and written communications skills 
• High degree of professionalism 
• Reliable transportation 

 
 
Compensation:  
This position is full-time at a salary of $3,800 per month, effective December 1, 2021 through May 31, 2021. 
A bonus of $2,000 will be paid upon election certification, if the candidate wins the May 17 election outright 
(50% of the votes cast plus one vote). 


