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Job Description
Communications Coordinator
August 1, 2022


Overview

The primary role of the Communications Coordinator is to carry out the day-to-day operations of the Poolesville Seniors organization related to communications. This includes coordinating and producing our website calendar of events, our weekly newsletter, hosting Zoom-based events, and managing event registration and attendance. 

The Communications Coordinator is an interim position that is expected to continue for approximately 3 to 6 months, with the possibility of extensions. The position is a flexible half-time position (averaging 20 hours per week) and is expected to be performed remotely. Although the hours are flexible, certain of the responsibilities may include working during the evening or weekend hours.

The Communications Coordinator must provide his/her own physical workspace, internet connectivity, and PC-based computer equipment and other resources necessary for carrying out the role. 

The Communications Coordinator reports directly to the Board of Directors, and the specific duties include, but are not limited to, the following (which may be expanded and/or modified by the Board from time-to-time):


Job Duties and Responsibilities

· Maintain the Poolesville Seniors web-based calendar of events and other informational blog postings.
· Create and manage event registration pages using the Poolesville Seniors website and CRM systems, including confirmation emails.
· Create and manage links for Zoom-based events and distribute Zoom links to event registrants and our internal calendar.
· Host Zoom-based events, recording meetings as appropriate and storing the recordings on our YouTube page.
· Create and distribute our weekly email-based newsletter and related Facebook posts. 
· Collect and store liability release forms from event attendees.
· Record attendance in our CRM for all events.
· Create attractive graphics to highlight web, newsletter, and Facebook postings, and to support other communications purposes (such as signage) as needed.
· Monitor Poolesville Seniors general email mailbox and coordinate responses with the Board.


Required Background, Skills, and Experience

Effective user of common PC-based and internet-based computer applications. Specific applications which must be utilized are Microsoft Word, Excel, and Outlook; WordPress; Events Calendar Pro (web-based calendar); Canva (graphics development utility); Stripe (credit card processor); Mailchimp; Little Green Light (CRM); Facebook; and YouTube. Must have the ability and interest to independently learn new technology as needed to carry out the responsibilities of the position. 

Excellent oral and written communication skills, including strong design skills sufficient for creating and formatting effective marketing and communications materials.

Highly organized with the ability to follow and track multiple ongoing commitments, deadlines, and procedures. 

Effective problem solver, such as required to mediate conflicting requests and information arriving from various organizations and/or individuals.

Familiarity with nonprofit or volunteer organizations and culture would be very beneficial.
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