
 

 
Position Announcement 

 
Title:  Marketing and Communications Coordinator 
 
Deadline for Applications:  Open until filled 
 
Description:  The Communications and Marketing Coordinator produces and manages marketing 
content and materials, electronic publications, advertising and coordinates social media. Working with 
the Director of Development, the Communication and Marketing Coordinator participates in the 
planning and implementation of the Encompass marketing strategic plan. 
 
Specific Duties: 
 

 Create and manage content for all marketing endeavors, to include press releases, 
advertisements, fliers, photos, brochures, posters, signs, banners and major event publications. 

 
 Manage information and visuals on the Encompass external website to give the public up-to-

date information on programs, classes, events and other organizational news. 
 

 Develop and implement an annual tactical calendar. 
 

 Develop and foster close relationships with local and regional media contacts and others in 
positions to advance the mission of Encompass. 

 
 Provide information and photos in conventional formats for potential use on multiple media 

platforms, including print, broadcast, and online. 

 Collaborate with the marketing team to implement the marketing strategic plan, as well as 
annual tactical calendars.  
 

 Ensure consistent use of logo and organization branding for internal and external 
communication. 

 
Hours/Schedule:  30-35 hours per week 

Salary:  $18.37-$22.04, DOE  

Location:  Encompass Early Learning Center, 1407 Boalch Ave, North Bend, WA 98045 
 
Qualifications:  
Required 

 Bachelor’s degree  

 Excellent writing, proofreading and editing skills. 

 Photography experience. 

 Strong computer experience (proficient in MS Office) 

 Proven organizational skills and demonstrated ability to meet deadlines while working on diverse 
projects under pressure. 



 

 High energy, self-motivation, team orientation, with eye for accuracy and commitment to clear 
communication. 

 Flexibility, sense of humor, grace under pressure. 

 Washington state driver license for off-site duties.    

 Ability to work occasional evenings and weekends. 
Preferred 

 Graphic design experience in Adobe InDesign or Photoshop 

 One or more years of experience in a related field 
 
Send resume/application to: Kristin Webb, Director of Administration, Encompass, 1407 Boalch Ave. 
N.W., North Bend, WA 98045 or email to: employment@encompassnw.org. For more information, visit 
our website, http://www.encompassnw.org.  
 
Encompass is an Equal Opportunity Employer. Qualified applicants receive consideration for employment without discrimination 
based on gender, marital status, race, color, religion, national origin, age, or the presence of a non job-related medical condition 
or handicap. 

http://www.encompassnw.org/

