
The Arc Madison Cortland 

Job Description 

  

Job Title:  Marketing and Development Coordinator 

Department:  Development and Communications 

Reports To:  Director of Development and Communications 

FLSA Status:  Non-Exempt   

  

SUMMARY: Designs and distributes marketing materials and maintains social media and agency 

websites for the Agency and its affiliate organizations and all manages all agency events.  Ability to 

shift work toward departments/affiliates when greater needs are required in those areas. 

  

EDUCATION and/or EXPERIENCE: Bachelor’s Degree in Graphic Design, Visual 

Communications, Communications, and Marketing or related major or equivalent experience required; 

Mastery of Adobe Creative Suite (specifically InDesign, Illustrator, and Photoshop or most recent 

equivalent) is required as well as video software, Microsoft Office, Excel and Outlook. Donor database 

management skills is preferred. 

  

ESSENTIAL DUTIES and RESPONSIBILITIES: 

 

Lead the organization's communications activities including media relations, maintenance and 

development of the organization's website, listservs, and social media; and the production of newsletters, 

annual reports, advertisements and other marketing materials. Keep the DODC up to date on all 

communication’s plans for the agency on an ongoing basis. 

  

Produces ideas, design, lay-out and copy for internal and/or external materials such as: newsletters, 

brochures, orientation materials, board reports, annual reports, fliers, hand-outs, emails, advertisements, 

video, website, social media and other promotional materials deemed necessary by the department.   

  

Develop, plan and implement special events to promote the Agency’s programs and increase agency 

revenue. Generate ideas for new special events. 

 

Produce materials to support the various departments throughout the agency and Alternatives Industry 

such as brochures, flyers, PowerPoint presentations, as well as training or other video assets.  

 

Database management skills to maintain donor lists, mailing lists, special event attendees and sponsor 

lists. 

 

Enter all gifts into donor database and generate thank you letters on a daily basis.  

 

Generate reports from the donor database as required by the director of development and 

communications. 

 

Provide information and assistance to cultivate financial support for the Agency’s programs and special 

events.  

 



 

Plan and produce all public awareness and fundraising events; includes marketing, planning and 

coordinating logistics and detail. 

  

Provide video and/or photo coverage for all agency events, employees and locations as needed. 

  

Create a procedure and manage a system to log, organize and maintain an archive of agency media 

including photos, video, and documents for the Development/PR department. 

 

Develop and execute an annual marketing plan. 

 

Utilize video to enhance social media and website marketing. 

  

Represent the agency when providing support to local community events such as ADA when 

collaborating with other local agencies and organizations.  

 

Works alongside HR to help enrich employee relations to build pride throughout the agency.  

  

Maintain inventory of equipment and supplies such as: camera equipment, paper, foam core, etc. 

 

Act in accordance with all policies, procedures, and the Agency Corporate Compliance Policy.  Reports 

all suspected or actual violations thereof to the appropriate party(s). 

  

Assumes other duties, projects or assignments as directed by the Development and Communications 

Director. 

             

SUPERVISORY RESPONSIBILITIES:   This position has no supervisory responsibilities. 

  

TRAININGS, LICENSES, REGISTRATIONS:  Full training of Agency mandatory in-services. 

  

CLEARANCE/CREDENTIALING CHECKS: Clearance for all mandatory credentialing as outlined 

by OPWDD and the Justice Center which will include but is not limited to; Staff Exclusion, Criminal 

Background Check, Fingerprinting, MHL Abuse/Neglect History, and Statewide Central Register check. 

  

REQUIRED SKILLS:  To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, 

and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. Language Skills:  Ability to read and write technical and creative 

reports or summaries. Ability to effectively interact with clients and families, management, staff, media 

sources, vendors, agency and foundation board members, sponsors, donors and community officials. 

Mathematical Skills:   Ability to calculate figures and amounts such as discounts, interest, commissions, 

proportions, percentages.  Ability to apply concepts of basic algebra and geometry. Reasoning Ability:   

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret 

an extensive variety of technical instructions in mathematical or diagram form and deal with several 

abstract and concrete variables. Computer Skills: Mastery of Adobe Creative Suite (specifically 



InDesign, Illustrator, and Photoshop or most recent equivalent) is required.  Proficiency in Video 

Software and Microsoft Office, Excel and Outlook is preferred.  

 

  

PHYSICAL DEMANDS and WORK ENVIRONMENT:  The physical demands and work 

environment described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  Physical Demands:  While performing 

the duties of this job, the employee is regularly required to stand; walk; sit; use hands to finger, handle, 

or feel; reach with hands and arms; and talk or hear. Position involves a high level of physical activity 

including lifting and setting up events. Work Environment:  Ability to tolerate the stresses associated 

with multiple, simultaneous demands. The position may include some non-traditional hours, occasional 

working on weekends and some travel.  

  

  

Employee Name (print):________________________________      

  

  

  

Employee Signature: __________________________________     Date: ______________ 

  

 

 

To apply please visit www.arcofmc.org/employment 
 

http://www.arcofmc.org/employment

