Posi on:

Communica ons Coordinator

Status:

Salary $35,000-$50,000, Full- me

Reports to:

Execu ve Director

Seeking a passionate individual looking to create economic vitality in the City of McMinnville. The McMinnville
Economic Development Partnership’s vision is to lead eﬀorts that foster a thriving epicenter of traded-sector
business in McMinnville. If you have a natural curiosity for how things are made, how to build stronger
communi es, and a drive to con nually seek out improvements, the role of Communica ons Coordinator might be
the right ﬁt for you. As the communica ons coordinator, you’ll drive the eﬀort to celebrate local manufacturers and
businesses in McMinnville, Oregon while promo ng the City as a great place to live, work, and play. We’re seeking
a solu on-oriented individual that likes to learn. Come join our team and see how we can create a stronger
community together.
Qualiﬁca ons and Experience:
This individual has a working knowledge in the areas of communica ons, marke ng and research with the ability to
write crea vely. Graphic design, website maintenance and design and manipula on of social media pla orms
preferred. Must understand how to collect, analyze data, and create visuals to express a targeted message. Has an
ability to facilitate and communicate with various partners and prospects. Must have working knowledge with a
variety of computer programs including MS Word, Excel, PowerPoint, Adobe Suites. Ability to create video, audio
and photographic work is a plus.
Educa onal Requirements:
Four-year college degree in Business, Marke ng, Community Development, Public Rela ons, Public Administra on
or a related ﬁeld. Work experience may subs tute degree.
Must have a valid Oregon’s driver’s license. Some evening and weekend mee ngs and travel may be required.
General Du es and Responsibili es:
●
●
●
●
●
●
●
●
●

Demonstrate strong business judgement and decision-making skills; ability to iden fy, priori ze, and
ar culate highest impact ini a ves.
Partner with team to develop targeted short-, mid-, and long-term strategies.
Manage communica ons programs represen ng and promo ng the organiza on, including graphics,
brochures, fact sheets, logos, or other promo onal products
Manage research and development of content for online pla orms, campaigns, and strategic ini a ves.
Maintain and produce photo library, video content with an eye toward highest quality brand storytelling.
Plan and distribute press releases, media advisory no ces, publica ons, ads and other media rela ons
materials.
Assist with MEDP Workforce Program elements such as recruitment of host sites, interns and
management of marke ng materials.
Assist with MEDP Programs and Events as needed, design elements and facilita on.
Perform all other du es as assigned by the MEDP Execu ve Director.
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Essen al Physical Requirements:
Ability to li and carry 40 pounds
Schedule:
Full- me; Monday-Friday; some evenings and weekends required.
Posi on open un l ﬁlled, ﬁrst review by November 15, 2019.
Please, submit a Cover Le er and Resume to:
Sco Cooper, MEDP Execu ve Director
Sco @McMinnvilleBusiness.com | 503.474.6814

The omission of speciﬁc du es does not exclude them from the posi on if the work is similar, related or is a logical
assignment for the posi on.
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