                                                                                                                    III.B.8


 MARKETING AND PUBLIC RELATIONS
POSITION DESCRIPTION
POSITION TITLE:

Marketing and Public Relations Coordinator

REPORTS TO:

Executive Director

GENERAL DESCRIPTION:

The marketing and public relations coordinator is responsible for the planning, coordination, and evaluation of the Center's marketing and public relations program.  The coordinator works under the supervision of the executive director and in cooperation with related board committees.
MAJOR RESPONSIBILITIES:

1. Planning the Center's marketing and public relations

2. Coordinating and executing the Center's marketing and public relations

EXAMPLES OF WORK:
Planning the Center's Marketing and Public Relations Program
· Assisting the executive director, board, and staff in designing an annual plan to meet the goals established by the board

· Recommending marketing and public relations strategies to the executive director and board

· Maintaining active relationships with members of the media

· Maintaining active relationships with persons in congregations responsible for public relations

· Creating and implementing an evaluation and review process for the overall marketing and public relations program and particular events and strategies

Coordinating the Center's Marketing and Public Relations Activities
· Providing staff support to the board in marketing and public relations

· Coordinating the Center's partnership program with congregations

· Coordinating all public speaking engagements by Center staff members and volunteers

· Editing the quarterly Center newsletter

· Preparing and/or reviewing all press releases, photographs, brochures, flyers, announcements, and interviews distributed by the Center  

· Assisting in the development and preparation of the Center brochure and annual report

· Speaking on behalf of the Center
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EXPERIENCE AND QUALIFICATIONS:

1. Graduate of an accredited college or university or comparable experience

2. Experience in marketing and public relations

3. Knowledge of marketing and public relations in the not-for-profit sector

4. Ability to organize own workload, take initiative, and carry out directives

5. Ability to motivate and support the work of board members and volunteers

6. Ability to plan strategically, communicate persuasively, and report clearly

7. Participation in a sponsoring or affiliated religious congregation or tradition
The Samaritan Institute

