Kansas Coalition Against Sexual and Domestic Violence

Job Description

Position:  Publications and Web Specialist
Responsible to:  Director of Advocacy, Education and Rural Projects
Primary Responsibilities:  To develop KCSDV publications and maintain KCSDV website.

Specific Duties:  

· Coordinate with KCSDV staff to develop brochures, posters, and other materials to meet the goals of projects.

· Coordinate with Technical Assistance Coordinators, member programs and partnering agencies to produce training materials for Training Institute.

· Develop and produce quarterly newsletter. Notify staff of individual submission needs and deadlines and coordinate with data support assistant to ensure timely mailing of the newsletter.

· Maintain KCSDV web site.

· Develop and produce materials for annual meeting.

· Maintain inventory of public education materials.

· Prepare bid requests for printed materials, select best bid that meets the criteria for quality and timeliness.

· Other duties as assigned.

Benefits:  Health, dental, life, and long-term and short-term disability insurance, 125 plan, and retirement fund contribution.

Employment Status: 100% full-time, non-exempt

Knowledge. Skills, and Abilities:  Experience with Macintosh and IBM computers, desktop publishing software, printing procedures, and job bidding.  Must have strong written communication skills.  Must be able to lift and carry 20-30 lbs.
Education Requirements:  Preference for a baccalaureate degree in a related field: may substitute experience of five or more years.


KCSDV is an equal opportunity and affirmative action employer.  KCSDV does not consider race, color, religion, sex, national origin, age, disability, veteran status, sexual orientation, or marital status in employment decisions.  It is our policy to maintain a non-discriminatory environment free from intimidation, harassment, or bias based upon these grounds.
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