
 

SUMMARY POSITION DESCRIPTION 

POSTION TITLE:  Communications & Marketing Coordinator (Digital Media & Event Planning) 
DEPARTMENT:  Communications & Marketing 
REPORTS TO:  Director of Marketing & Communications 
DIRECTLY SUPERVISES: None 
FLSA CLASS:  Non-Exempt (Non-Union) 
SALARY GRADE: 5 

Position summary: 
To be a vital member of the communications & marketing team who assists in executing an 
effective communications and member engagement strategy and strategic branding efforts. 
Produces content, plans events and facilitates projects that ultimately enhance member 
engagement, improve member experiences and build member satisfaction. Works 
collaboratively with the team to tell the cooperative story through the creation of compelling 
print, digital and video content consistent with the cooperative’s vision, mission and values. This 
position is responsible for curating the cooperative’s social media platforms as well as 
cooperative websites, as needed. 

 

Primary Responsibilities and Duties: 

1. Collaborate with the team on efforts to improve and enhance member experience and 
engagement through writing, content management, photography, videography, event planning, 
presentations, public speaking events and presentations. 

2. Create and/or assist with various member and employee communications including 
web/digital/print publications and documents (news releases, website, magazines and 
newsletters, correspondence, social media, brochures, handouts/fliers, presentations, and 
more) by the assigned deadline. Includes research, writing articles, photography, videography, 
editing/proofreading, coordinating printing and distribution, creation of graphics, and generally 
ensuring the high quality of content produced. 

3. Create compelling stories and engagement campaigns to communicate across digital channels 
and through traditional media. 

4. Ensure cooperative departments and employees maintain a cohesive brand as well as speak in a 
unified, consistent voice with regards to cooperative policies, programs and services. 

5. Coordinate logistics for special events, activities and promotions held by the cooperative, such 
as the annual meeting, member appreciation days, food drive, etc. 

a. Communicate with key stakeholders and vendors, schedule, assist with planning 
meetings, coordinate event promotion and advertising, organize employee/volunteer 
recruitment and scheduling, complete post-event evaluations and reports. 

6. Coordinate logistics, participate in and/or represent the cooperative at various community 
events as needed, such as business expos/trade shows, fairs, etc., as required. 

7. Assist with development, research and organization of educational programs and presentations. 
a. Speak to groups alone or in conjunction with other employees. 
b. Assist other employees in developing public presentations. 



 

8. Work with the Jo-Carroll Energy Member Advisory Council, which may include meeting 
logistics/planning, attending meetings, assisting with presentations and correspondence with 
members. 

9. Provide input for the communications & marketing budget. 
10. Act as back-up for the director of marketing and communications in the event of an outage, 

crisis or emergency. 
11. Perform any other duties assigned to fulfill the objectives of the cooperative. 

Key Competencies 
1. Member Service: Always demonstrates a commitment to member service.  Works well with 

others and provides courteous, efficient service to members, employees, management staff, 
and the board of directors. 

2. Problem Solving: Identifies and resolves problems in a timely manner. 
3. Technical Skills: Pursues training and development opportunities to continuously build 

knowledge and skills. 
4. Communication Skills: Speaks clearly and persuasively, listens for clarification, and effectively 

responds to questions. 
5. Written Communication: Writes clearly and informatively; edits work for grammar and spelling 

and varies writing style as needed. 
6. Teamwork:  Serves as a contributing member of the Jo-Carroll Energy team in carrying out 

cooperative goals and objectives.  Remains open to the viewpoint of others and welcomes 
feedback. 

7. Ethics:  Treats others with respect, keeps commitments, accepts responsibility for actions, 
inspires trusts, works with integrity, and upholds the values of the cooperative.  Uses sound 
judgment and is discreet concerning sensitive matters; maintains confidentiality when required. 

8. Organization: Well organized and resourceful; capable of multitasking with ability to remain 
calm in difficult situations. 

Minimum Qualifications 

1. A Bachelor’s degree in communications, public relations, journalism or related field. 
2. One to two years of relevant experience preferred. 
3. Must be an excellent wordsmith who can effectively distill complex information and situations 

into clear, easily understandable content. Should possess well-polished writing skills to use 
storytelling to engage both internal and external audiences. 

4. Excellent editing and proofing skills to assist in development of professional and effective 
communications material. 

5. Experience with various software programs that produce web/digital/print publications, videos 
and graphics, including Adobe Creative Suite. 

6. Knowledge and skills in the areas of photography, videography, design concepts, techniques and 
best practices for web/digital/print production. Experience in video production, managing social 
media accounts and building an online community in a professional setting preferred. 
Experience with podcasting desired. 

7. Must be member-service oriented and possess the ability to work in a fast-paced environment, 
effectively handle multiple projects and priorities, consistently meeting project deadlines with a 
high degree of accuracy and attention to detail. 



 

8. Enthusiastic team player who takes initiative, able to balance multiple priorities, is detail 
oriented and deadline driven. 

9. Candidate should submit portfolio pieces that demonstrate abilities in writing, social media, 
video and other relevant skills. 

Working Conditions 

1. Normal working hours are 8 a.m. to 5 p.m., Monday through Friday. 
2. Attendance at evening and weekend events will be necessary. 
3. Need to travel independently to various locations both inside and outside the Cooperative’s 

service territory. Some overnight travel may be required. 
4. Usually working indoors in a normal business environment, but with occasional day trips in or 

near service area including site visits with public.   
5. Must possess and maintain a valid driver’s license and vehicle insurance. 
6. Manipulate and operate telephone, personal computer and audiovisual equipment. 

Physical Demands of the Position 

1. Physical activity, to include walking, stopping, bending, lifting up to 25 lbs., climbing, kneeling, 
reaching, crawling, and pushing.  Repetitive motion with hands and fingers. 

2. Must be able to communicate clearly and accurately for work and safety compliance.  Must be 
able to see close and far distances. 

 
Jo-Carroll Energy reserves the right to revise or change position duties and responsibilities.  This position 
description does not constitute a written or implied contract of employment. 
I have read and understand this Position Description. 
 
Accepted by: ______________________________  Date: ______________ 
                             Employee 
 
Witnessed by:_____________________________  Date:_______________ 
                  Human Resources 
 
 
Revised 
27OCT14 – Position Created (PF) 
08JUL21 –  Updated, Revised Title 
 


