
Northern Indiana Community Foundation, Inc. 

 

Position Title: Communications and Marketing Coordinator 

Supervisor: Executive Director 

Location:  Main Office – Rochester, Indiana 

Hours:  40 

 

The Company: The Northern Indiana Community Foundation, consisting of the Starke, Fulton, and Miami 

County Community Foundations, has the mission of improving the quality of life in our communities by 

assisting donors in fulfilling their charitable wishes forever. We have spent over 25 years serving our 

communities by promoting effective grantmaking, fostering philanthropy, stimulating community dialogue, and 

helping our donors achieve their charitable goals. 

 

Position Summary: The Communications and Marketing Coordinator guides and executes a strategy to build 

awareness of the Foundation’s mission, philanthropic services, and other leadership work to make our 

communities strong and vibrant. This professional works with all staff, especially each county’s Director of 

Development, assisting each with their marketing efforts and ensuring that all efforts are integrated and reflect 

the Foundation’s core message while being clear, concise, polished, and delivered in a timely manner.  

 

Additionally, this position will oversee the NICF summer intern program, planning, implementing, coordinating, 

evaluating, supervising, and mentoring college interns. Furthermore, this individual will be cross trained with 

the Office Manager, assisting in gift entry, accounts payable, reporting, and other aspects that keep the office 

running efficiently. 

  

The successful candidate is a self-starting and an effective collaborator who works well with small teams in 

shared decision-making, embraces change, is passionate about the counties we serve and is excited about the 

future of the Community Foundation. The ideal candidate is experienced across disciplines, including some 

combination of strategic communications, visual design, and data, as well as experience in philanthropy. 

 

Essential Duties and Responsibilities: 

Marketing and Communications: 

• Develop, implement, and evaluate marketing strategies and activities, ensuring they reflect and clearly 

articulate the Community Foundation’s mission and priorities. Including, but not limited to: 

Annual Report, Social Media posts, Websites, Newsletters, Communications Reports and 

Documents, Email, Announcements and Invitations, Media Relations, and promotional pieces. 

• Work closely with Foundation staff to create and coordinate marketing and public relations efforts to 

increase awareness of the Foundation’s Endowment funds, grants, programs, activities, and events. 

• Work closely with staff to plan events that support Foundation donor relations, public relations and 

fundraising and coordinate the communication of them. Among them: 

Donor Cultivation Events, Giving Tuesday, Giving Circles, and other special events. 

• Manage the Foundation’s online presence by updating and maintaining it’s website, effectively using 

applicable social media, expanding digital marketing, and assessing engagement on all platforms. 

• Assist in the production of videos, special publications and presentations.  

• Help identify opportunities in the community to further the goals of the Community Foundation as well 

as, create and implement effective strategies for engaging the next generation of philanthropists. 

• Develop and manage special projects as assigned, including the planning and execution of the 

Community Foundation’s Annual Report. 

• Conduct media outreach and manage media relations. 

• Manage relationships with third party communication vendors including but not limited to: designers, 

mail house, printers and the contracts, invoices and deliverables of these vendors. 



Manage and Oversee NICF Intern Program 

• Based on the Foundation’s current needs: create job application and manage community awareness of 

the posting, screen resumes, and oversee the hiring process. 

• Facilitate between staff and intern concerning job tasks. 

• Mentor intern relating to growth and progress. 

• Submit required reports to Lilly Endowment, Inc. 

Administrative 

• Serve as “backup” when Office Manager is out of office, including but not limited to: 

o Help cover front desk: greet visitors and answer phones. 

o Perform data entry tasks: enter donations, create gift acknowledgements, enter and pay grants 

and A/P items.  

The above list of duties is intended to describe the general nature and level of work performed by the incumbent. 

It is not to be construed as an exhaustive list of duties performed by the incumbent. 

 

Qualifications: 

▪ Bachelor’s degree in communications, marketing, or related field and/or equivalent training and 

experience in marketing and public relations. Previous experience with nonprofit organizations is a plus.  

▪ Superior written and oral communications skills. 

▪ Great attention to detail and strong organizational skills. 

▪ Proven ability to manage multiple priorities and deliver against deadlines while maintaining the 

flexibility necessary to adapt, respond, and meet the needs of the Foundation. 

▪ Collaborative and creative nature with an approachable demeanor. 

▪ Superior customer service commitment, interpersonal skills in working with colleagues and external 

constituents. 

▪ Ability to listen and understand the interests of donor and explain how the Community Foundation can 

assist in meeting the needs of donors, grantees, and the community. 

▪ Exhibits unquestionable integrity and ethics. Ability to maintain confidentiality. 

▪ Expertise or ability to learn digital and social media engagement and communication platforms and 

tools (such as Adobe Creative Suite, Canva, Social media platforms, and web management software.)  

▪ Knowledge and experience working with databases and in Microsoft Office programs including Word, 

Excel, Outlook, Publisher, and PowerPoint, as well as the ability to adapt to new technology. 

▪ Demonstrates a sincere commitment and passion for the values and mission of the Foundation. 

▪ Ability to travel within the NICF service area as needed and attend evening and weekend events, as well 

as the occasional conference outside the region. 

 


