(ﬂcontemporary

craft JOB DESCRIPTION:
Marketing and Communications Coordinator

Position: Marketing and Communications Coordinator
Classification: Paid, Part-Time
Reports to: Creative Content Director

Work Week

Average work week is 20 hours on-site at Contemporary Craft. Work week is generally
Monday-Friday. Occasional evenings and Saturdays may be required with an adjusted
schedule and advanced notice.

Position Summary

The Marketing and Communications Coordinator supports Contemporary Craft’s marketing,
communications, and storytelling efforts. Working closely with the Creative Content Director
and Development team, this position helps create written and digital content, organize
communications projects, support media outreach, and promote events and programs. This
role is ideal for a creative, detail-oriented person who enjoys writing, design, storytelling,
project coordination, and collaborative support for mission-driven communications.

Key Responsibilities
The Marketing and Communications Coordinator will support Contemporary Craft’s
marketing and communications initiatives, including:
¢ Developing and writing content for fundraising materials, press releases, appeals, the
annual report, website updates, newsletters, and social media posts.
e Supporting communications calendars, project timelines, shared documents, and
administrative tracking for marketing and communications initiatives.
e Assisting with digital content, graphic design, website updates, newsletters, social
media, and other communications projects.
e Supporting media outreach, press materials, story placements, and related follow-up.
¢ Helping track communications performance and using data points to refine and improve
marketing efforts.
o Assisting with event promotion, documentation, and staffing for the annual gala, donor
events, openings, and other organizational activities.

Qualifications

CC is looking for a creative, detail-oriented, and collaborative communications professional
who is passionate about connecting community to an organizational mission. The ideal
candidate will bring strong writing, digital content, and organizational skills, along with an
interest in graphic design and arts-based storytelling.

Applicants should have relevant experience in marketing, communications, writing, design,
nonprofit administration, events, or a related field, or an equivalent combination of
education and experience. Experience with Word, Excel, Photoshop, InDesign, social media
platforms, websites, newsletters, or other communications tools is preferred.
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A successful candidate will be comfortable managing multiple projects, supporting events,
collaborating across departments, tracking communications efforts, and using data points
to refine and improve marketing activities.

Requirements & Working Conditions

e Ability to work on-site at Contemporary Craft, with schedule expectations as outlined
above.

¢ Ability to provide own transportation to perform principal responsibilities.

e Sedentary work that primarily involves sitting and/or standing.

o Ability to operate a computer and other office equipment.

e Light work that may include moving or lifting objects up to 25 pounds.

¢ Ability to move about the building and between worksites to accomplish tasks.

o Ability to staff events, openings, programs, and donor-related activities as needed for
the role.

This job description is intended to describe the general nature and level of work performed.
Duties and responsibilities may change as organizational needs evolve.

Salary and Benefits
Salary: $20/hour for 20 hours per week

Other benefits include:

o Paid time off and paid sick leave package
e Discount in the Store
e Workshop benefits at Contemporary Craft and Pittsburgh Glass Center

Diversity Statement

Contemporary Craft is an Equal Opportunity Employer. Contemporary Craft is committed to
workplace diversity and does not discriminate against individuals on the basis of race,
color, sex, sexual orientation, gender identity, religion, disability, age, veteran status,
ancestry, or national or ethnic origin in the administration of its employment policies,
scholarship programs, and other administered programs and activities.

Selection Process
Applications are due by Friday, June 26, 2026. Candidates will be contacted for interviews
via email.

How to Apply

Applicants should email a resume and three professional references to
work@contemporarycraft.org. Please include the position title in the email subject line.
Reference contact information will be requested from finalists.




