
211info Position Summary
TITLE REPORTS TO
Communication Coordinator Director of Partnerships
STATUS HOURS PER WEEK: 40
Exempt X  Non-Exempt

MISSION: Our central hub empowers Oregon and Southwest Washington communities by helping people identify,
navigate and connect with the local resources they need.
CORE FUNCTION: Convey 211info’s brand, values and programs through communications and outreach materials.
Write, edit and distribute various types of content, including material for the 211info website, press releases, marketing
material and other types of content that take the message to the public.The Communication coordinator will help us take
our marketing and communications to the next level to engage the community, donors and audiences around the
important work of our organization.

CORE ACCOUNTABILITIES:
60% Communications: Develop, write and edit marketing and communications materials, including press

releases, blog posts and social media content. Respond to media inquiries and perform media outreach to
achieve brand placement in publications.

20% Creative: Lead the design, production and distribution of 211info’s materials, publications and collateral.
Creatively utilize all channels, including print, web and social media, to communicate 211info’s value
throughout its service area.

20% Internal operations: Ensure articulation of 211info’s image and values with a coordinated appearance of
all materials. Create and produce internal newsletters for the organization.

CORE COMPETENCIES:

Communication: Outstanding oral and written communications skills including excellent writing, grammar, editing and
proofreading skills.
Forward Thinking: Consider efficiencies, explore options and engage in creative problem-solving with clients and with
internal systems.
Critical Thinking: Identify improvements and efficiencies in service delivery.
Planning and Organizing: Organize work effectively to reflect 211info’s priorities and ensure timely execution.
Flexibility: Provide leadership in adapting to change.
Equity: Demonstrate knowledge of and commitment to creating a workplace that is diverse, equitable and inclusive for
staff, stakeholders and communities. Work effectively with diverse staff and partners; demonstrate excellent
communications with people with diverse race/ethnicity, age, educational level, gender identity and socioeconomic
background, etc.
Promote Shared Values: Build internal support for 211info values and represent the agency positively in public.
Customer Service Focus: Seek methods to improve external and internal customer service to improve agency
operations.

QUALIFICATIONS:

Commitment to 211info’s mission, vision, values, culture and history.
Up to 3 years of lived experiences in design, marketing, journalism or related field or relevant experience.
Experience with website content management and/or experience with CMS/ email marketing tools.
Commitment to equity, diversity and inclusion.
Some design skills/Adobe Photoshop familiarity.
Experience managing social media channels on behalf of an organization.
Excellent written and verbal communications.
Commitment to excellent customer service, internally and externally.
Demonstrated ability and willingness to meet deadlines as a team player in a fast-paced work environment; must handle
multiple projects simultaneously and work independently and collaboratively.
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Knowledge of social services and anti-poverty strategies.

AGREEMENT: Upon acceptance of employment, employee and supervisor’s signatures confirm that this job description
has been reviewed and is understood to define the scope of work to be completed. I understand that this in no way
constitutes an exhaustive list of my job duties, and that essential job functions/results may be subject to change at any
time. The work schedule and program procedures are subject to change at any time. Continued employment after any
change shall constitute acceptance by the employee.
Employee (print name):

Employee signature:

Date:

Supervisor:

Date:

EQUAL EMPLOYMENT: 211info provides equal employment opportunities to all employees and applicants for
employment without regard to race, color, religion, gender, sexual orientation, gender identity or expression, national
origin, age, disability, genetic information, marital status, amnesty, or veteran status. 211info expressly prohibits any form
of unlawful employee harassment based on race, color, religion, gender, sexual orientation, gender identity or
expression, national origin, age, genetic information, disability, or veteran status.
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