Public Communications Coordinator            Salary Range   $38,000 - $50,000       
Reports to: Executive Director 
Overview of Position: This position is responsible for the planning, development, implementation, and monitoring of Public Relations and Strategic Communications activities. These activities include media relations; public awareness; imaging and branding through messaging, electronic and hard copy materials design and development; and special projects.
Responsibilities:
1. Develop annual communications plan  

2. Plan, coordinate and oversee production and maintenance of all electronic and print publications, including newsletter, annual report, and other publications

3. Oversee the development and updating of web site content

4. Direct and coordinate awareness events including press conferences in coordination with other staff 

5. Engage membership and ensure outreach to diverse communities concerning LCADV events
6. Direct and oversee media relations 
a. serve as point of contact for media, including initiating and responding to media contact, following up with, building rapport with and providing relevant information to media (e.g., Maintain and expand a media list serve to rapidly update media on local and national events)

b. With the Executive Director, determine LCADV’s response to media inquiries and initiation of public statements

c. monitor state and local media regarding coverage of issues relating to DV 

d. organize press conferences; arrange for media presence at events

e. develop messaging for public speaking engagements, brief staff on messaging, prepare staff for interviews, prepare/develop briefing papers

f. develop and issue press statements, 

g. strengthen and maintain LCADV media contacts 
7. Develop a marketing and distribution plan for LCADV products and publications
8. Direct special media projects, as assigned, or oversee the communications components of special projects led by other staff
9. Serve as point of contact for member organizations to respond to and initiate media activities, including but not limited to response to DV homicides
10. Provide member programs with expert technical assistance on media engagement, public relations and communications
11. Participate in national dv coalition communications/pr activities; remain current on developments concerning domestic violence and local and national best/promising practices concerning public relations, media and communications
12. Initiate, support and monitor fundraising events on behalf of LCADV by third parties.

13. Maintain a process for tracking and acknowledging all gifts to LCADV and reconcile records with  Finance Manager.

14. Provide Executive Director assistance with grants management.
15. Recruit volunteers as needed for special projects
16. Maintain regular supervision of and communication with special project volunteers
17. Maintain effective liaison with donors, prospects, and volunteers.
18. Maintain timely submission of required reports and comply with all LCADV policies 
19. Other duties as assigned by Executive Director

Qualifications:
1. Bachelors degree in communications/marketing or related field preferred or equivalent experience
2. Prior experience in marketing or fundraising 1-3 years preferred
3. 2 years prior experience working with DV programs or in the DV field 
4. Working knowledge of domestic violence and the social/feminist theory.
5. Adhere to LCADV philosophy, principles of unity and purpose. 

6. Demonstrated understanding of “isms” in our society and how these are the root causes of domestic violence. 
7. Knowledge of social change/social justice work and a commitment to be involved in this type work.

8. Ability to work with people of diverse backgrounds.
9. Ability to make group presentations to a variety of audiences

10. Demonstrated project development and completion skills.

11. Understanding of the role of state domestic violence coalitions and domestic violence programs in the intervention and prevention of domestic violence. 

12. Excellent written and oral skills.

13. Demonstrated ability to work independently with limited supervision.

14. Commitment to work hours as needed to complete assigned responsibilities.

15. Demonstrated team-building, limit-setting, problem-solving, creative/analytical thinking and organizational skills.

16. Demonstrated ability to manage time, evaluate progress, and to adjust tasks/activities to complete work within established time frames.

17. Ability to accept constructive criticism and redirection from supervisor(s.)
18. Access to reliable transportation and the commitment to travel in and out of state as needed/required.
19. Commitment to receive training and professional development skills. 
20. Proficiency in Microsoft Applications
21. Excellent organizational skills

22. Valid Driver’s License

23. Acceptable Background Check
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