
 

Mission:  Linking community resources with Nashville public schools to help young people achieve 
academic success and prepare for life 
 

Job Profile 

Job title:  Marketing and Development Coordinator 

Reports to:  VP of Marketing & Development 

Supervises:  None  
FLSA Status: Non-exempt 
Salary Range: $17.30-19.25 per hour for 30 hour/week position; considered full-time with access 
to insurance and paid time off benefits 
 

Position summary:  

Under the direction of the Vice President of Marketing and Development, the Coordinator 

develops and implements marketing strategies to gain greater brand awareness for and 

community participation with PENCIL.  These strategies will likely be very diverse and prolific and 

will include social media, website, press releases, targeted emails, one-on-one communication and 

gorilla marketing.  The topics of these communications will be diverse and include subjects like 

PENCIL Partner profiles, student profiles, program profiles, event invitations, and sponsorship 

opportunities.  Some specific recurring tasks will include: 

 Create and implement communication plans for specific fundraising initiatives such as 
Principal for a Day, school supply drives, A Little Night of Music (special event), City Saver 
(coupon book) partnership 

 Regular updates to PENCIL website of PENCIL impact stories, videos, events 
 Development and implementation of multi-channel campaigns for partnership recruitment 

and recognition 
 Design print pieces to support campaigns as needed 
 Facilitate the frequent creation of video and photo collateral to give visual representation 

to our message 
 Coach staff and board on how to best represent the PENCIL brand and assist in increasing 

the reach of our messaging 
 Extract data from Salesforce database to successfully manage timely communication to 

specific target audiences 
 
The over-arching goal of this position is to expand PENCIL’s partnership base and funding base in 

order to provide more direct services to MNPS students.  The Coordinator also has the 

opportunity to be a visible reminder of PENCIL in the community by their participation in 

partnership activities as well as networking groups and other social functions. 

 



A fully-successful Coordinator will be exceptionally team-oriented and communicate in a 

transparent and honest manner at all times. He or she will move effortlessly between fundraising-

focused work and partnership recruitment work and see how one effort clearly impacts the other.  

The Coordinator will also be expected to document work plans for activities, evaluate the 

effectiveness of specific items and revise the plans for future activities in order to create more 

capacity for the organization over time. 
 

Essential functions:  

1. Creativity 
2. Social media savvy 
3. Attention to detail 
4. Ability to problem solve, set and accomplish goals, and meet deadlines 
5. Ability to engage and draw out stories  
6. Curiosity about programs, partners, staff, MNPS 
7. Build successful relationships with local media outlets and other communication 

partners 
8. Performs other functions as assigned. 

 

Disclaimer: This job profile is not intended to be all inclusive of tasks required, but to provide a 

general description of essential job responsibilities. 
 

Qualifications: 

 EDUCATION - Bachelor’s Degree is required preferably in marketing, English or related 
field.  

 SKILLS: 
o Creative with proven ability to problem solve, set and accomplish goals and meet 

deadlines 
o Organized and able to keep accurate and detailed documentation 
o Basic computer skills are essential, including a working knowledge of Microsoft 

Word, Excel, PowerPoint and data bases 
o Excellent written and oral communication skills  
o Able to work independently and proactively without daily instruction is critical, but 

must display teamwork and conflict resolution skills. 
 EXPERIENCE - Must have previous experience in creating brand awareness via social 

media, press releases and print materials 

Environmental Conditions & Physical Demands:  

 Moderate physical activity performing somewhat strenuous daily activities of a primarily 
administrative nature.  

 Manual dexterity sufficient to reach/handle items, works with the fingers, and perceives 
attributes of objects and materials.  

 The employee must occasionally lift and/or move up to 25 pounds.   
 The employee is required to stand, walk, climb and balance.   

 

Work schedule/hours:  This position works 30 hours each week with a flexible schedule to be 

determined based on needs and deadlines.  Occasional evening and weekend work will be 

necessary for special events.   

 

____________________________________________________________________ ________________________________ 

Employee Name       Date 


