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JOB DESCRIPTION

Administration and Communications Coordinator
SUMMARY. The role will support the organization’s Marketing and Public Relations Department as well as the CEO with a specific focus on marketing the organization’s services, identifying and executing third-party events and managing certain administrative and office tasks. The intent of this job description is to provide a representative types of duties and responsibilities that will be required of position given this title and shall not be construed as a declaration of the totality of the specific duties and responsibilities of any particular position. Employees may be directed to perform job-related tasks other than those specifically presented in this description.
PRINCIPAL DUTIES 

· In coordination with the Director of Public Relations & Marketing, assist in all third-party event organization including, brainstorming new partners, evaluating current partnerships, organizing event kits, assisting the Volunteer Manager with coordination of volunteers, and assisting in the creation of marketing material for third-party events.  
· Manage basic updates to the website including text changes, event tracking, ensuring news is uploaded and current, etc.
· Work with the PR Director and Operations teams to create marketing materials for the PSPCA’s wellness, surgery and vaccine clinics and brainstorm innovative ways to spread the word about these services
· Manage Main Line Animal Rescue’s and other locations as needed social media accounts, providing several updates each week (or more if possible) about adoptable animals, happenings, etc. 
· Assist CEO and Director of Human Resources with officer managerial tasks including, but not limited to, preparing materials for board and other high-level meetings, coordinating schedules for similarly important phone calls and meetings, ensuring food & beverages are supplied for those meetings
· Taking photographs of adoptable animals for promotion on social media, the website and in the PSPCA’s marketing materials including the Scoop, e-newsletters and more 
· Upkeep of the org chart for CEO and Director of Human Resources
· Flexibility to work during evenings and weekends for select times and events as needed and pre-agreed with manager 
· Assist in the management of retail items and tracking, including deciding what items to send to events, keeping track of those items, ordering more, etc. 
EDUCATIONAL AND EXPERIENCE REQUIREMENTS Minimum qualifications:

· College degree in related field preferred.
· Experience coordinating logistics and working with multiple partners to execute events
· Experience working with diverse groups of all backgrounds and ages is preferred.  
· Marketing or fundraising background is preferred

KNOWLEDGE AND ABILITY REQUIREMENTS 

· Excellent written and verbal communication

· Ability to work nights/weekends/holidays when needed
· Ability to be on call to answer off-site event questions

· Valid drivers license with clean driving record

· Interest in current animal welfare issues and promoting the PSPCA’s lifesaving mission

· Ability to perform well under pressure. 

· Ability to organize, supervise and motivate volunteers. 

· Must be able to work independently and be self-motivated. 

· Ability to effectively communicate the rationale for PSPCA policies and procedures
IMMEDIATE SUPERVISOR Director of Public Relations & Marketing with dotted line to CEO
HOURS FLSA STATUS: EXEMPT POSITION Minimum of 8 hours per day, 40 hours per week. Daily hours and days of the week may vary according to the needs of the department schedule. Includes weekends, night, holiday and on-call work
INTRODUCTORY ASSESSMENT PERIOD The introductory assessment period runs from the date of hire for sixty days thereafter. For employment in any position with the Pennsylvania SPCA, this introductory assessment period is the period during which the specifics of the job are learned. 

EMPLOYMENT There is no minimum period of employment guaranteed or implied by acceptance of an employment offer. It is the policy of Pennsylvania SPCA that even exempt positions are governed by the needs of the agency, which means that employment is for no specified term and either the Pennsylvania SPCA or the employee, may terminate that employment at any time. The Chief Executive Officer has final authority over these decisions and determinations.

