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JOB ANNOUNCEMENT
TITLE:   



Marketing Coordinator
HOURS OF WORK:   

Full Time – Monday - Friday
LOCATION:  


4520 N. Central, Suite 600
CHAIN OF AUTHORITY:

Board of Directors






CEO

MISSION:

Improving the lives of Native American individuals and families through culturally appropriate behavioral health, affordable housing, and community development services

POSITION SUMMARY:

Under the supervision of the President/Chief Executive Officer, the position’s purpose is to promote Native American Connections in the community through marketing and public relations.  Responsible for enhancing current advertising, developing a volunteer program and corporate partnership programs as well as developing, evaluating and maintaining new marketing sources.  

RESPONSIBILITIES:

PUBLIC RELATIONS 

· Responsible for overall public relations, oversee development of promotional materials and development of relationships with local media for promotions of special events, provide input to public relations plan for fund development
· Produce a monthly newsletter

· Produce an annual report 
· Serve as the NAC capital campaign liaison 

· Schedule, coordinate employees and participate in “manning” booths at community events and pow-wows
· Serves as a media liaison by producing press releases, articles, advertising in Native Scene, etc. 

· Develop the use of social networking to maximize NAC exposure, increase donations and volunteerism through sites such as network for good, facebook,google, twitter, etc. 
· Coordinate annual drives:  toys, diaper bank, Christmas gifts 
· Maintain website 

VOLUNTEER MANAGEMENT
· Develop volunteer opportunities within NAC.  Create and market a Volunteer program.  Respond  to all volunteer inquires, screen, train, assign, supervise, evaluate and recognize all service
· Manage relationship with Maricopa County Adult Probation and report work monthly to probation or courts as appropriate

· Develop Corporate Volunteers through personal contact and posting on corporate portals and record and report accomplishments to corporations and on NAC web site

· Respond to all unsolicited volunteers

· Seek non-profits to provide services and activities at housing and residential sites (ex. Gabriel’s Angles, National Charity League, tax preparation services

EVENTS
· Develop, plan, seek sponsors, coordinate volunteers/employees and execute events to include:
· Employee Holiday Party

· Nard Parade

· Open Houses for new properties

· Annual Board Retreat

· A Signature fund raising event

Other related duties
· Promote goodwill and cooperation through publicity efforts such as speeches, exhibits, films, tours and question/answer sessions.

· Effectively work with Board of Directors, committees, staff and volunteers on all projects.

· Promote agency to community in a positive and professional manner

· Attend workshops and conferences on recruitment and marketing.  Research and obtain information on other agencies successful recruitment programs and development of Corporate Partnerships. 
· Other duties as assigned

EDUCATIONAL REQUIREMENT:
Bachelor’s Degree in business, public relations or a degree with a major germane to the position’s purpose, from an accredited and recognized college or university.

WORK EXPERIENCE/SKILLS REQUIREMENT:
Knowledge:  (Classification is typically expected to possess.)
· Knowledge and awareness of local media and community resources

· Knowledge of the requirements of informational and promotional material intended for diversified groups

· Knowledge of fund raising concepts

· Knowledge of effective management skills

· Extensive Knowledge of MS Office skills
Experience:  (Classification is typically expected to possess.)
· Minimum requirement of four years satisfactory related experience.

· Preferred experience would entail one (1) year in the field of public relations work and three (3) years doing like work with a Non-profit

· Experience in working with the Native American population preferred

Ability and Skills:  (Classification is typically expected to possess, or show potential of satisfactory development when placed in the job.)
· Ability to effectively communicate and work harmoniously with others

· Ability to use tact and discretion

· Ability to competently organize and implement effective marketing programs and events.

· Ability to effectively interpret the agency  mission to the community

· Ability to adhere to prescribed routines and procedures, and complete written materials and reports in a timely fashion, in accordance with established agency standards

· Ability to demonstrate public speaking and written communication
FAIR LABOR STANDARDS ACT: 

This position is considered to be Exempt for overtime pay provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable state laws.

BENEFITS:
Native American Connections offers: a competitive salary and comprehensive benefits package including medical, dental, life, accidental death and dismemberment, 401K, training programs and time off programs for all regular, full-time employees. 
NATIVE AMERICAN PREFERENCE:  
Preference is given to qualified Native American Applicants in accordance with the Indian Preference Act.  If claiming a preference, a copy of valid documentation must accompany the employment application.
EEO/AA
TO APPLY:  Send resume or complete application:  NAC, 4520 N. Central, Suite 600, Phoenix, Az 85012; fax to 602-256-7356 or email to m.stilwell@nativeconnections.org
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