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Events & Communications Coordinator 
Role Description 

Role Summary 
The Events & Communications Coordinator is a motivated, organized, and mission-minded 
professional serving in office and in public settings, supporting our Christian nonprofit organization.  

This energetic and passionate person’s role is to coordinate events and create communications that 
raise resources, increase engagement, and achieve organizational goals. The ideal candidate for this 
position has strong event planning skills, excels in communicating through various media, and enjoys 
a dynamic workflow. 

This role is hourly / full-time (non-exempt) and is estimated to average 40 hours per week. It is 
anticipated that additional hours may be required occasionally to support special events and during 
busy programming periods. This individual works with collaboratively with all staff members and 
reports directly to the Community Engagement Director. 

 Qualifications & Skills 
• Applicants should be drawn to this work as a mission and should be self-motivated and willing 

to innovate. 

• Bachelor’s degree (or equivalent experience) in Communications, Marketing, Philanthropy, or 
a related field is required. 

• Experience with event planning is preferred. 

• Excellent communication skills (both written and verbal) and able to powerfully and 
professionally share Community One’s mission, programs, and impact. 

• Strong organizational skills and the ability to manage multiple tasks and projects at the same 
time. 

• Proficiency in MS Office software and social media platforms is required. 

• Highly motivated self-starter and able to thrive in a fast-paced and results-oriented 
environment both independently and as part of a collaborative team. 

• Experience with video production and graphic design is a plus. 

• Proficient in copywriting, content development, editing. 

• Willing to be fully vaccinated against the SARS-CoV-2 virus (which causes Covid-19) and work 
in an office environment with a fully vaccinated team. 

Essential Functions 

Events Management (40%): 

• Plan, promote, and implement annual fundraising events to raise resources and expand our 
constituencies (ex. Community One Golf Outing). 
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• Plan, promote, and implement special events to raise awareness, cultivate constituents, and 
celebrate impact (ex. Hard Hat Lunches and Ribbon Cuttings). 

• Explore new ways to utilize events to support Community One’s mission, achieve Community 
Engagement goals, and support organizational strategies. 

• Assist program leads on their unique event needs. 

• Evaluate success of events and strive to continuously improve. 

Marketing and Communications (40%): 

• Create compelling content for various aspects of the annual communications calendar, 
including but not limited to monthly eNewsletter and donor, volunteer, and program-specific 
communications. 

• Conduct interviews, take on-site photos and video, and collect stories from team members to 
use in creating content. 

• Manage an effective presence on social media platforms, including but not limited to 
Facebook, Twitter, and Instagram. 

• Assist with the content, design, maintenance, and monitoring of Community One’s website. 

• Support program leads on their unique communication needs. 

• Maintain the Community One brand and voice across all communication channels. 

• Evaluate effectiveness of communication activities and strive to continuously improve. 

Community Engagement Support and Administration (20%): 

• Serve as part of the Community Engagement team and assist staff where needed. 

• Perform other duties as assigned. 

Faithfulness 
Community One is a Christian workplace.  Since our work is both physical and spiritual in nature, staff 
members must possess both the outward Christian faith as well as the skills to accomplish all 
elements of the role.  As a public role in a Christian organization, this role requires: 

• Agreement with the Community One Statement of Faith and Staff Covenant. 

• A Christian faith that is rooted in prayer and humility—equipping you to thrive in an overtly 
Christian organization. 

• A faith that is attractive to others and can draw out a unity toward living out the love of Christ 
to all; and you can serve in the organization through that love. 

 
These statements are intended to describe the general nature and level of work being performed, and are not to be 
construed as an exhaustive list of duties and requirements.  Additional duties may be assigned from time to time as 
deemed appropriate and/or necessary.  


