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Communications Coordinator  

Purpose and Job Description 

 

 

JOB TITLE:   Communications Coordinator 
 
REPORTS TO:  VP of Development and Communications 
 
DIRECT REPORTS:  N/A 
 
 
Position Purpose: 
 
The Communications Coordinator creates and supports communication activities, such as press release drafting, 
creation of press materials, coordination of creative assets, and photography to strengthen and increase the 
awareness of the organization’s vision, mission, and programs. The Communications Coordinator contributes to 
the mission of Crossroads Community Services (Crossroads) by supporting initiatives that advance the 
organization’s strategic goals through various media outlets. This role is key to the ongoing creative messaging and 
marketing needed to ensure engagement of external audiences to continue and increase support in giving, 
volunteering, and partnership.  

 
Key Responsibilities: 

 
▪ Coordinate various content to support communications and marketing efforts, including newsletters, 

website copy, social media and impact and annual reports, and press releases. 

▪ Assist VP of Development and Communications in developing and implementing a communications 
strategy designed to drive awareness of organizational objectives.  

▪ Monitor analytics and create reports detailing communications campaigns' and strategies' successes and 
failures. 

▪ Stay up to date on industry trends and make recommendations for adjustments to communications 
strategies and practices. 

▪ Support the VP of Development and Communications in planning strategies for media engagement, public 
awareness, and other promotional events. 

▪ Perform outreach to press outlets, magazines, and influencers and build strategic partnerships to grow 
brand notoriety, specifically through social media and website outlets. 

 
Job Requirements / Experience & Qualifications: 

 
▪ Bachelor’s Degree preferred 

▪ Minimum 2 years’ experience in a marketing communications role with involvement in social media 
planning, analytics, and strategy development 

▪ Knowledge of email marketing software such as Mail Chimp or a similar program, design software such 
as Adobe or InDesign to create visually compelling presentations, familiarity with using cameras, photo 
and video editing 

▪ Demonstrated experience in collaboratively developing and executing successful strategies 

▪ Demonstrated exceptional written, presentation, and verbal communications skills that can be applied 
across organizational levels, countries, and cultures 
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▪ Demonstrated experience in strategic planning and strong business and political acumen 

 

▪ Demonstrated success in organizing work, meeting deadlines, and setting priorities 

▪ Excellent organizational, interpersonal, and networking skills with individuals and large groups 

 
 

Working Conditions 
 
The physical environment requires the employee to work primarily in indoor offices. Some travel is required to attend 
meetings/events/conferences locally, statewide, and nationally. Regular workday and workweek are established 
with some planned early morning or evening hours, and out of area travel. 
 
 

Physical Requirements 
 
The employee is expected to make decisions, supervise employees, read and write, speak publicly, and interpret 
information and data. May be seated for periods of time and occasionally may have to lift boxes or other materials 
that weigh less than 50 lbs. 
 

Disclaimer Statements 
 
The above statements are intended to describe the general nature and level of work being performed by individuals 
assigned to this job.  They are not intended to be an exhaustive list of all responsibilities, duties, and skills required 
of personnel so classified. 
 
 
I,      , have read, understand, and agree with the responsibilities included 
herein.  I further understand that I will be assessed and evaluated annually according to these written expectations 
along with other goals and task as assigned by my leadership.  
 


