
Our innovative and growing company is looking to fill the role of communication
coordinator. To join our growing team, please review the list of responsibilities and
qualifications.

Responsibilities for communication coordinator

Create production-ready files of approved creative concepts and place
production orders with print vendors
Capturing, analyzing, and leveraging marketing data to deliver an exceptional
brand and program experience
Maintains strict confidentiality of all members, clients, providers and
proprietary information, as outlined by protocol and follows all national
guidelines and federal laws, such as HIPAA and ERISA
Manages and coordinates resources, which may include people, data,
processes, and/or financial plan
Incorporates knowledge of business processes and strategies and
incorporates domain expertise
Provides engagement reporting to internal and external clients to
demonstrate marketing success Schedules and conducts weekly and on-going
communications with client to address questions or needs Documents
account status, client communications
Follows protocol when trouble shooting, including involvement of
appropriate departments and contacts and relations, program
accomplishments and deliverables
Works in conjunction with other marketing staff to provide support to the
sales and marketing teams on special projects and performs other
responsibilities and duties as needed and as assigned
Coordinate primary data collection (e.g., recruiting, managing logistics, and
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Qualifications for communication coordinator

Experience with spreadsheets and with project or departmental budgeting,
state and grant financial monitoring, purchasing, and maintaining office
inventory
Experience with reimbursements, fund allocations and tracking
Ability to communicate and market CHPRE, its Director, through personal,
print and online communications, including social media platforms
Ability to filter and field media and press requests for the center and Director
Proficient knowledge and editing capabilities of written English
Ability and willingness to work as part of a collaborative team with people
from diverse backgrounds is necessary


