
The Up Side of Downs of Northeast Ohio 

Position Description 

Position Title:    Marketing & Volunteer Coordinator 

Normal Working Hours:  Part-time; 20 hours per week 

Immediate Supervisor:  Executive Director 

Position Status:   Non-Exempt 

 

Duties: 

1. Update and maintain website including coordination of information with web developer, adding 

resources to site, and updating with current information as appropriate  

2. Develop and distribute weekly eblast to membership 

3. Maintain and update organization’s database software including staff training, data entry, donor 

thank-you letter generation, audits of file accuracy and problem solving 

4. Maintain and update social media presence including Facebook, Twitter, Instagram and 

Pinterest with professionalism and relevance 

5. Market USOD via media outlets, including press releases and print advertising 

6. Market USOD via supporting materials including print (brochures, fliers, invitations, etc.) and 

maintain mailing lists for such material 

7. Recruit, train and manage volunteers for USOD programs and events 

8. Coordinate minor fundraising events and with regard to Fundraising Guidelines, Event Support, 

and facilitation of relevant documentation/paperwork (i.e. golf outings) 

9. Develop and coordinate USOD and related merchandise such as t-shirts, magnets, etc. 

10. Professionally and appropriately represent USOD at events or other public relations 

opportunities 

11. Other duties as assigned by the Executive Director 

 

Skills and Qualifications: 

1. Post-secondary degree preferred within the scope of marketing and communications 

2. Experience with different forms of marketing, ie. Social media, press releases, newsletters 

3. Experience with website content management systems 

4. Experience with desktop publishing software, especially InDesign and Photoshop   

5. Experience with donor databases preferred 

6. Excellent written and verbal communication skills 

7. Ability to work effectively and efficiently with peers, executive management and community 

partner agencies 

8. Effectiveness in problem-solving, multi-tasking and self-direction 

9. Willingness and ability to adapt to change in duties, work environment, leadership, strategies 

and organizational direction 

10. Valid Ohio Driver’s License and excellent driving record; insurable for driving purposes 

11. Possession of any relevant and required certification or credential 

 

How to apply: Interested applicants should send resume and cover letter to:  

 

Toni Mullee, Executive Director 

The Up Side of Downs 

PO Box 31720 

Independence Ohio 44131 

toni@theupsideofdowns.org 

 


