
Title: Marketing & Communications Coordinator
Reports to: Business Development and Marketing Officer
Classification: Non-Exempt, Full-time
Pay Rate: $17-$19 per hour

SUMMARY
As Denver's frontline hunger-prevention organization, Metro Caring meets people’s immediate need for nutritious food
while also sustainably addressing the root causes of hunger and poverty. Using a multifaceted approach, Metro Caring is
innovative in how it solves problems related to hunger, with programming offered in Healthy Foods Access, Nutrition
Education, and Self-Sufficiency. The Marketing and Communications Coordinator will be responsible for building Metro
Caring’s brand awareness through our online presence, press appearances, speaking engagements, media relations,
advertising, and marketing collateral.

ESSENTIAL DUTIES AND RESPONSIBILITIES
 Refine and implement strategic public relations campaign to increase brand recognition, increase audience reach,

and assuring opportunities for growth;
 Ensure sales, marketing and fundraising approaches involve comprehensive solicitation for financial and in-kind

resources, as well as volunteer recruitment within the community and organization;
 Enhance and maintain organizational website, online giving platforms, and blog;
 Compose and send monthly e-newsletters and e-blasts to existing and potential donor base;
 Generate and post daily content for social media sites (e.g. Facebook, Twitter, Instagram, LinkedIn);
 Create impact reports, brochures, flyers, and other fundraising and marketing pieces;
 Coordinate with graphic designers, print, and fulfillment vendors to produce polished and compelling collateral;
 Nominate organization for community awards and submit articles for publication;
 Develop systems to capture participant stories; use as a tool for communicating impact among constituents;
 Coordinate PR efforts including press releases, press kits, and media tours;
 Help cultivate and manage media sponsorships with local print, web and broadcast; serve as media liaison;
 Ensure brand remains fresh by scheduling ongoing photo and video shoots;
 Recruit and train volunteer ambassadors to increase awareness within the community;
 Conduct tours for community members and groups.

REQUIRED QUALIFICATIONS/SKILLS
In addition to commitment for the goals and mission of Metro Caring and an entrepreneurial spirit for finding resources
and generating community support, the ideal candidate will have the following qualifications:
 B.A. degree with 2+ years of experience in marketing, development, communications or public relations or

equivalent experience
 Outstanding written communication skills with ability to write for different audiences and for various purposes;

creative and persuasive writing skills a must
 Strong computer skills; fluent in Microsoft Office; experienced with Adobe Photoshop and InDesign; Email Marketing

Software; Website Content Management Systems
 Raiser’s Edge experience a plus
 Self-starter, able to work independently, but also good judgement in seeking guidance and direction, and strong

interest and ability to work collaboratively
 Ability to balance multiple projects at once while meeting deadlines
 Creative, yet meticulous and detail-oriented; adhering to timelines
 Ability to analyze the effectiveness of all marketing and communications efforts
 Bilingual Spanish or Arabic preferred



Metro Caring offers a fulfilling workplace and comprehensive benefits package.
• Join a passionate, enthusiastic and collaborate team.
• 120 hours per year of paid time off; paid sick leave; paid holidays including one personal day
• IRA retirement plan with an employer-paid match
• Metro Caring pays 95% of the premium cost of employee health and dental plans

TO APPLY: Send cover letter and resume to job@MetroCaring.org. Include Marketing and Communications
Coordinator in subject line. Only those candidates who are selected for interviews will be contacted.

No phone calls, please.

Metro Caring is an equal opportunity employer. The organization is dedicated to the goal of building a diverse staff and
we encourage applications from qualified individuals of all backgrounds.


