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Marketing Officer
Contract Position

This position is fast-paced, independent work that involves at minimum creating and implementing public relations and marketing campaigns to promote a non-profit organization, its programs and services; planning and organizing fundraising and other events; and developing and implementing promotional brochures and items about the organization.  This position reports to the Executive Director.

Examples of work:

1. Develop public relations strategies, program and fundraising campaigns, and initiatives to promote the organization’s mission and core services.

2. Develop and implement communication strategies for different target audiences.

3. Organize and coordinate events, such as seminars, conferences, galas and other CSS events.

4. Serve as liaison between CSS and range of clients, families, vendors, network partner organizations, and peer organizations.

5. Source advertisements and communications in various media opportunities.

6. Manage production of marketing products, including brochures, posters, flyers, newsletters, e-newsletters, and videos/DVDs.

7. Develop and/or coordinate scripts, including proofreading and editing.

8. Coordinate and/or organize tapings, photo shoots, and any other gathering.

9. Organize and maintain donor database and donor relationships.

10. Draft press releases and speeches, and ensure dissemination.

11. Develop, launch and maintain internet or intranet web pages.

Required Education and Work Experience:

1. Bachelor’s degree in Business, Marketing, Communications or social sciences with at least two (2) years  progressive work experience; or

2. Associate’s degree in Business, Marketing, or Communications with at least four (4) years progressive work experience.

Useful Skills, Knowledge and Abilities:

1. Good command of the English language, both oral and in writing;

2. Creativity to develop projects and products;

3. Ability to coordinate multiple activities and teams concurrently;

4. Possess solid organizational skills;

5. Knowledge of web pages, Facebook, Twitter, etc.;

6. Able to work independently or as part of a team.

Special Requirements:

1. Original Court/Police/Traffic Clearances;

2. Submission to and passing drug test;

3. Valid Driver’s License.

/s/
DIANA B. CALVO

Executive Director


