West End Neighborhood House, Inc.

Position Description

Title:  Marketing & Communications Coordinator 
Program:       Administration/Development

Incumbent:                                                                      
Supervisor:   Director of Development

The Marketing & Communications Coordinator will work in conjunction with the Director of Development.  This position is tailored to meet the needs of the agency and the Office of Development. It should be expected that duties and responsibilities will change as needs change.  The duties of the Marketing & Communications Coordinator will focus primarily on marketing, public relations, fundraising special event planning and implementation, website maintenance, and data management.  Responsibilities may also include grantsmanship and program development.
1.   Regular Duties and Responsibilities – Public Relations and Marketing
· Develop and promote a favorable public image for West End which may include writing and editing reports, speeches, press releases, web copy, and other promotional documents for use in marketing strategies.

· Develop and maintain organization branding, which may include managing public relations campaigns, coordinating community forums, and developing culturally competent materials for the diverse community served.

· Cultivate and maintain positive relationships with members of the media to ensure their knowledge of West End remains current and constructive.
· Represent West End and its programs in public arenas, as assigned.
· Create visual presentations for meetings and/or marketing needs, including maintenance of the agency’s website and utilizing current formats of social media.
2.  Regular Duties and Responsibilities – Special Events Management and Volunteer Coordination
· Coordinating a minimum of two (2) annual Special Events which generate operating revenue for the organization, promote the brand of West End, and market the agency’s programs.

· Understand target audiences and develop events and strategies that support agency and programmatic goals.

· Create and maintain budgets for Special Events and report accordingly.

· Ensure brand consistency throughout all Special Events.

· Liaise with Program Directors in order to leverage and consolidate ideas, share resources, cross-promote event opportunities, understand and coordinate volunteer and intern needs, and create program-specific marketing plans and events. 
3.  Regular Duties and Responsibilities – Data Management and Grantsmanship
· When appropriate, assist the Director of Development in the preparation and submission of funding requests.
· When appropriate, assist the Executive Director in special assignments.

· As necessary, assist the Director of Development in Data Management, including financial contributors and volunteer data warehousing, including the ability to maximize information and use data accordingly.

· Assist Director of Development in the Annual Reporting and Annual Appeal for the agency.
· Assist the Executive Director, Director of Development, and Program Directors in the program development, as needed.
PAGE TWO – Job Description Marketing and Communications Coordinator
QUALIFICATIONS REQUIRED for this POSITION:
· Bachelor degree in public relations, communications, journalism, social services or related field and minimum of two years experience in public relations or media. 
· The position requires a creative, enterprising and media-savvy professional with excellent writing and oral communication skills. 
· Ability to thrive in a fast-paced environment, work well independently and as part of a team, and possess a keen understanding of all media channels, including: website management, blogging, social networking, and building relationships with members of the media.
· An understanding of the intersection of media, social marketing and community-based social services and community redevelopment.
· Ability to problem solve, think independently while working within a team, and make decisions independently while considering agency/team/event goals.

OTHER PRE-REQUISITES:
· The ability to communicate clearly 

· Creativity 

· Initiative 

· Good Judgment 

· An outgoing personality 

· Self-confidence 
PLEASE SEND RESUME TO:

Monica P. Alvarez, MSW

Director of Development

West End Neighborhood House, Inc.

710 North Lincoln Street 

Wilmington, DE 19805

malvarez@westendnh.org
www.westendnh.org

302.888.5314 (fax)

DEADLINE:  AUGUST 27th, 2010
