
 
 

 
 

       
 

Marketing & Communications  
Intern/Volunteer Position Description 

    _________ 
The Marketing & Communications intern/volunteer works closely with the Development & Communications 
Coordinator (Coordinator) to support the efforts of Compass Center to increase awareness of our services and events 
throughout the community by helping to create marketing materials, promote events, maintain content and graphics 
for website, and social media channels. NOTE: The Coordinator will provide training for all areas of responsibility as 
needed.  
 
This position reports directly to and is supervised by the Coordinator.  All communications regarding any assignments 
listed in this description or otherwise assigned should be sent only to the Coordinator. 
 
The position requires a commitment of 5-10 hours per week in our office, as needed.  
 
Responsibilities: 

 Assist in Preparing Marketing Materials 
o Design flyers for community events, classes, promotional events and other collateral materials as 

assigned. 
o Design graphics for social media outlets including Facebook and Instagram.  
o Design and update flyers describing services and factsheets. 
o Design graphics and crop images for e-newsletter, e-messaging and brochures. 
o Assist with designing, updating and revising brochures and annual report. 
o Assist with copyediting for the various promotional materials. 

 
 Website Maintenance  

o Design sliders for homepage for special events and promotions. 
o Design graphics or crop images for the website events and news post, and web pages. 
o Update events to calendar. 
o Manage web pages as directed – create new pages, update existing pages, delete old pages.  
o Manage web tabs as directed – add new tabs, update existing tabs and delete old tabs. 
o Assist with SEO optimization. 
o Assist with trouble shooting issues that relate to any of the assignments listed in this description. 
o NOTE: This position will not be required to maintain the WordPress updates, update SEOs, add 

plugins, revise theme or perform any similar technical tasks relating to the website.  Nor will this 
position be required to contact the web hosting company regarding any issues relating to the site. If a 
problem occurs with the website, it is to be reported to the Coordinator immediately. 

 Outreach and Publicity 
o Assist with development of creative concepts and marketing strategies for promoting the work of 

Compass Center. 
o Ability to communicate in a professional manner with press, community contacts and vendors 
o Work with Coordinator to identify Facebook and other social media strategies to promote events. 



 
 

 
 

o Work closely with the Coordinator to coordinate and collaborate with community partners and key 
stakeholders to share and publicize information and manage events. 
 

 Community Events 
o Assist in research and implementation of event ideas. 
o Coordinate logistics of events with community organizations, i.e. time, location, etc. 
o Finalize event logistics with the Coordinator. 
o When possible, attend community events hosted by Compass Center to take photos for Instagram and 

other marketing materials. Photos should be sent directly to the Coordinator. 
o Provide a brief review of the event. For example: At least 15 people attended the Happy Hour 

fundraiser. Everyone said they enjoying the activities. Needed more marketing materials, ran out half 
way through the event. Also needed more volunteers to help greet guests. 

 Google Analytics 
o Maintain monthly excel report for website analytics including number of visits, new visitors, page 

visits, page time, etc.  
o Maintain monthly excel report for e-newsletters open rate, bounce rate, open link rate, etc.  
o Maintain monthly excel report for Facebook stats (numbers provided by the Coordinator). 

 
 Database maintenance: 

o Once a month, assist with adding names from sign-in sheets to e-newsletter database. 
 
Qualifications/Skills: 

o Computer literate with working knowledge of Microsoft Word Suite, Publisher and PowerPoint 
o Basic knowledge of WordPress 
o Basic knowledge of Adobe InDesign and/or Photoshop 
o Ability to work both independently and as part of a team 

 
Benefits: 

o Build your portfolio of work and establish employment reference from a well-known organization. 
o Help accomplish Compass Center’s mission: Compass Center for Women and Families helps all 
people navigate their journey to self-sufficiency, safety, and health. We empower individuals and 
promote equal access to opportunity regardless of gender or economic status. Our services include 
career and financial education, domestic violence crisis and prevention programs, assistance with 
legal resources, and youth health programs. 
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