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POSITION DESCRIPTION 

MARKETING & COMMUNICATIONS COORDINATOR 
 
Status: Part-time, 20-24 hours per week 
Reports to: Executive Director 
 
Objective of Position: 
The Marketing & Communications Coordinator is responsible to raise awareness for and promote a positive image 
of AVA Care of Harrisonburg. This position is also responsible to plan, organize and coordinate all communication 
efforts for AVA Care of Harrisonburg, including advertising, marketing, and branding efforts.   
 
Agency Mission: 
AVA Care of Harrisonburg is a medical nonprofit that provides relevant testing services, education, and hope to 
individuals at risk of or facing undesired pregnancies. 
 
Agency Vision: 
To be the most trusted source of care for those facing sexual health and pregnancy decisions in our community.  
 
Other Expectations:  
This position works primarily in the office.  However, there must be flexibility to adjust schedules to accommodate 
special events, speaking engagements, and community outreach activities.  
 
Qualifications: 

1. Bachelor’s degree required, preferably in business, marketing, graphic design, communications or 
humanities. Or an equivalent combination of education, experience, or training, preferably in 
communication, public relations, or business. 

2. Minimum two years experience in non-profit development or equivalent preferred. 
3. Be a committed Christian with a consistent testimony and active in a local church. 
4. Exhibit strong commitment and dedication to the sanctity of life position, related issues of abortion, and 

sexual purity. 
5. Agreement with and commitment to uphold AVA Care’s Statement of Faith & Principles, Core Values, and 

Pledge of Confidentiality. 
6. Excellent interpersonal, written and oral communication skills. 
7. Proficiency in Adobe Creative Suite (Photoshop & InDesign). 
8. Experience with Wordpress and editing content in HTML. 
9. Knowledge of ad words, SEO, blogging and social media. 
10. Strong competency with Microsoft Office, database programs & email. 
11. Self-motivated, dependable, creative, resourceful and responsible. 
12. Ability to establish goals and meet deadlines; efficient time management skills, and attention to detail. 
13. Ability to remain consistent in design and messaging. 
14. Available to work evenings and/or weekends when necessary. 

 
Major Duties and Responsibilities: 

1. Agency Communication 
a. Set goals for AVA Care’s communication and marketing activities.  Ensure deadlines are met. 
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b. Drive the design and coordinate the ordering and print mailing, and electronic distribution of our 
quarterly newsletters. Work with the Executive Director to plan content. 

c. Drive the design and development of our monthly AVA Care Updates to donors. 
d. Drive the design and development of our monthly AVA Cares Blog to clients. 
e. Assist with the design of donor mass email correspondence as needed and for event promotions.  
f. Advance website SEO through updating content, Google Adwords, and Google Business page, 

etc. 
g. Maintain AVA Care’s donor website, ensuring on-brand, up-to-date, and accurate information is 

posted, including all event registrations, upcoming trainings, needs, and current news or 
information. 

h. Maintain AVA Care’s client website, ensuring on-brand, up-to-date and accurate information. 
i. Administer AVA Care’s social media pages on Facebook and Twitter. Explore other social media 

opportunities as directed by the Executive Director. 
j. Coordinate photo shoots as needed to obtain new photos for print and social media design. 
k. Manage client advertising. Research new opportunities for advertising. Develop methods to 

measure outcomes. Build and maintain relationship with advertising reps. Propose a marketing 
strategy annually. 

l. Complete and analyze reports to determine advertising effectiveness, and recommend changes as 
needed.  
 

2. Fundraising and Donor Development 
a. Provide marketing, public relations, and graphic design needs for the fundraising events. 
b. Work collaboratively with other staff to make decisions about special event fundraisers. 
c. Provide design of AVA Care’s written donor reports and other visual materials needed for resource 

development. 
 

3. Planning and Advancement 
a. Collaborate with the Executive Director and the Events Coordinator to: 

i. Create and implement AVA Care’s annual engagement calendar 
ii. Prepare annual budget for advancement activities 
iii. Identify and engage prospective partners 

b. Identify and explore new opportunities for raising awareness about AVA Care in both the 
community (including medical) and on local college campuses. 

c. Represent AVA Care at community functions in a professional and helpful manner.  
d. Develop and maintain strong working relationships with key contacts in the community.  

 
4.  Branding 

a. Maintain AVA Care’s brand book. Ensure organization’s brand is consistent in all design and 
messaging. 

b. Ensure staff, board, and volunteers remain familiar and consistent with the basics of the 
organization’s brand. 

c. Maintain the Print & Promotional Materials binder. 
 

5. Team Building 
a. Build and nurture pleasant relationships with all staff and volunteers. 
b. Exhibit a teachable spirit and humility. 
c. Exhibit positive influence and encouragement to all staff and volunteers. 
d. Demonstrate open and honest communication with staff. 
e. Demonstrate willingness to serve in any area necessary including making appointments, leading 

devotions, etc. 
f. Attend and constructively participate in staff meetings. 
g. Work to maintain professional environment in AVA Care at all times. 
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