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POSITION TITLE:  COMMUNICATIONS COORDINATOR  

REPORTS TO:  MARKETING DIRECTOR 

STATUS:   FULL-TIME (EXEMPT) 

 

SUMMARY: 

The Communications Coordinator develops and executes strategies that are intended to create and uphold a positive public 

and internal image for the DPJCC by forming relationships with the DPJCC’s Board of Directors, various members of the 

media, local government and the public.  The Communications Coordinator works with other members of the marketing 

team to help ensure the DPJCC brand message is consistent, timely, relevant and communicates key messages to defined 

target audiences in order to establish and maintain goodwill and understanding between the organization and its public. 

 

RESPONSIBILITIES: 

 Oversees virtually all written materials disseminated to DPJCC membership and the community from every 

department. This may include the writing/designing/editing/printing of brochures, overseeing the production of 

departmental flyers, newsletters, invitations, tickets, special projects, departmental advertising and consulting with 

department heads, executive staff and other staff members on their writing/editing/proofing/printing needs.  

 Writes, edits, proofs and coordinates the design and printing of three, 24 to 40 page Class Guides per fiscal year. 

 Coordinates the writing, editing, proofing, designing, printing and disseminating of the Philanthropy Department’s 

publication, Chai-Ways. 

 Working with the marketing team, reviews or produces all major collateral materials that include but are not 

limited to: Early Childhood brochure; Cultural Arts materials (book, music, film, etc); After-school program 

collaterals; 5K brochure; Camp brochure; Giborim U collaterals; Poker Tournaments; Annual Gala-type 

fundraiser; DPJCC Annual Meeting. 

 Handles all media relations involving the DPJCC, including program and event promotion, special requests, 

writing and disseminating news releases, feature stories, and developing relationships with local media. 

 Is the Center spokesperson when necessary.  

 Gathers, collates and organizes media coverage for historical archives. 

 Writes and sends out weekly, the DPJCC’s digital newsletter, JNews, to membership and other email lists. 

Previews and edits e-newsletters from other departments. 

 Works with professional photographers, covering programs and special events. Maintains the DPJCC 

photographic archives. 

 Keeps accounting of bulk mailings, orders paper/toner supplies for color copier, and records a listing of color 

copies by department for DPJCC accounts payable.   

 

 

QUALIFICATIONS: 

 Candidate should have a minimum of a bachelor’s degree in a related field (such as journalism, public relations, 

marketing) and a minimum of 3 years’ work experience with responsibilities similar to those listed above.  

 Have excellent writing, editing and proofing skills. Candidate should possess extremely proficient skills in 

grammar and punctuation.  

 Candidate should be proficient in Microsoft Office Suite and have a working knowledge of Adobe Acrobat, 

Photoshop and Illustrator.  

 Candidate should be organized, be able to multi-task and work well with a variety of personalities. 

 Knowledge of Judaism and a JCC environment is helpful.  


