
 

POSITION TITLE:  Marketing & Communications Specialist 
STATUS: Full-time (Exempt) 
REPORTS TO: Chief Development Officer 
EFFECTIVE POSTING DATE: July 12, 2018 
 
ABOUT HI-HOPE SERVICE CENTER 
Founded in 1960, Hi-Hope Service Center is an award-winning nonprofit 
organization dedicated solely to providing quality services that empower 
adults with intellectual and developmental disabilities to define and live a 
meaningful life. Characteristically, individuals served at Hi-Hope are 22 years 
of age or older with a primary diagnosis of an intellectual disability, Down 
syndrome, autism, cerebral palsy, or other developmental disability. 
 
Located 30 miles northeast of Atlanta in Lawrenceville, Georgia, Hi-Hope believes that all adults with 
intellectual and developmental disabilities should be recognized as valuable, contributing community 
members and have the opportunity to live, work and play in integrated community settings. We 
recognize that the alternative to a program like Hi-Hope is often one of isolation, stagnation and 
devaluation. Offering individuals the opportunity to build community, experience personal growth and 
obtain significance is the life-transforming work to which Hi-Hope aspires. 
 
To fulfill its mission Hi-Hope operates three distinct programs: a lifelong learning day program, 
supportive and customized employment, and a community-based residential service program. 
 
POSITION DESCRIPTION 
The Marketing and Communications Specialist is responsible for developing and implementing a 
comprehensive marketing and communications plan to help the organization elevate brand 
awareness, increase visibility of its programs and services, reach and engage new clients and donors, 
and support the mission and work of Hi-hope Service Center. He/she will be responsible for 
developing and coordinating a broad scope of projects and deliverables across social media, digital 
media, collateral, meetings and events, paid advertising, media relations, internal and external 
communications, content marketing, and other outreach opportunities. This position reports to the 
Chief Development Officer and works collaboratively with internal teams, as well as external vendors 
and stakeholders. A good fit for this position is someone who is proactive, organized, flexible, and 
passionate about social impact communications.  
 
ESSENTIAL RESPONSIBILITIES 
 Annual Strategy and Planning: Develop and execute internal and external communications 

plan which articulates key deliverables that align to organizational goals and budget 
 Brand Messaging:  Develop and maintain consistent messaging and identity for Hi -Hope 

communications and implement and monitor Hi-Hope graphic standards 
 Internal Communications:  Ensure organizational initiatives and projects are successfully 

communicated to employees and stakeholders.  Plan, edit and assist staff across all departments 
in the development of content for a variety of internal communications mediums 

 Content Creation: Create, schedule, and distribute compelling “Storytelling” content that 
provides value to our target audiences across print, digital, social media, websites, email, and other 
communication channels 

 Social Media Content and Engagement: Actively track and manage the organization ’s social 
media profiles to engage with followers and attract new audiences  

 Website Management: Manage website redesign and updates through WordPress CMS and 
implement strategies that increase website traffic and conversions 

 Design Support: Serve as primary relationship manager with creative design firm  
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 Media Relations: Research, maintain, and cultivate relationships with local and regional 

media outlets and position Hi-Hope leadership as “go-to” experts for stories related to intellectual 
and developmental disabilities. Proactively pitch news and human interest stories about Hi-Hope 
programs and success stories to reporters, writers, and assignment editors 

 Collateral Production: Support copy editing, contribute to content development, source 
imagery, manage printing and shipping, and coordinate with vendors to produce collateral pieces, 
promotional materials, newsletters, and annual reports  

 Email Marketing: Manage opt-in and unsubscribe lists, develop email campaign and newsletter 
templates within marketing automation platforms, draft and manage email content, testing, and 
sending  

 Outreach and Event Management: Serve as a key lead for outreach activities, manage 
conference and event deadlines and deliverables, order and maintain inventory of promotional 
items, support presentation design and production, and support campus-tours, as needed 

 Paid Advertising: Support setup and tracking of Google AdWords, LinkedIn ads, Facebook 
ads, Twitter ads, and other online and print advertising campaigns  

 Trends and Best Practices: Regularly seek opportunities to learn and adapt to current and 
upcoming industry trends and best practices 

 Tracking and Reporting: Capture, analyze, and report social media, email, website, and lead 
generation data/metrics, insights, trends, and best practices  

 Asset Management: Maintain collateral inventory, marketing assets, and image library.  
 Perform additional duties as assigned 
 
QUALIFICATIONS/COMPETENCIES 
 Bachelor’s Degree in Marketing or Communications preferred 
 2-5 years marketing/communication experience in a non-profit organization preferred 
 Proven skills and experience across multiple marketing/communications disciplines including, 

media relations, content creation, digital marketing, social media, and brand management 
 Excellent written and oral communication skills, including proven success in presenting ideas and 

concepts effectively and persuasively 
 Knowledge and proficiency in MS Office Suite, Adobe Acrobat, Constant Contact, MailChimp, 

WordPress, Google Analytics, and Google AdWords  
 Demonstrated ability to set and manage priorities under tight deadlines with an outcomes-oriented 

approach 
 Personable, professional and confidential.  Must have a mature work attitude, be reliable and 

resourceful  
 Polished professional demeanor, excellent interpersonal skills in dealing with all staff, volunteer 

leadership, organization clients, and external constituents   
 Commitment to accuracy, excellent attention to detail, highly efficient and conscientious about 

thorough follow-up 
 Ability to occasionally work non-standard work hours to aid in evening and/or weekend events, 

meetings, and/or assignments 
 Ability to work both independently without close oversight and be a team player who will 

productively engage with others at varying levels within and outside of Hi-Hope Service Center 
 
SUPERVISORY RESPONSIBILITIES :  None 

 
WORKING CONDITIONS: Typical schedule is Monday-Friday; hours to be determined by 
supervisor.  Occasionally called upon to work evenings and weekends.   
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