
 
 
 

Leadership Greater Hartford 
Job Description 

Marketing & Communications Coordinator 
 

Leadership Greater Hartford (LGH) is a high energy, mission-driven, non-profit organization that 
is passionate about our work. We support and strengthen the local community by training and 
connecting aspiring and established leaders. We believe that the potential for leadership resides 
within everyone and that it can grow if continuously nurtured. 
 
For more than 40 years LGH has been bringing people of diverse backgrounds together to build 
the awareness and mutual trust needed to create constructive partnerships that serve the 
greater good. We believe that when we do our job well, we help to create a culture of 
collaboration, civic responsibility and hope in our region. 
 
LGH is seeking a full-time Marketing & Communications Coordinator to join our team. Reporting 
to the VP for Development & Marketing, the Marketing & Communications Coordinator is 
responsible for creating marketing and promotional materials for all LGH programs and events, 
for maintaining the integrity of the LGH brand, and for managing the organization’s online 
presence.  
 

Specific Responsibilities Include: 

 Writing and designing the organization's digital communications materials (monthly 
newsletters and e-blasts) and taking the initiative to gather all necessary data in order to 
produce detailed and accurate results. 
 

 Producing collateral marketing materials for all Leadership Greater Hartford programs 
and events (print, electronic, and website), exercising good judgment and knowledge of 
the organization to complete an average of two design projects daily that accurately 
reflect the organization's reputation and position in the marketplace.  These projects 
include brochures, applications, programs, invitations, advertisements, program material, 
posters, signage, etc.  
 

 Branding materials – brands collateral marketing materials consistent with Leadership 
Greater Hartford’s look and voice. Provides support and input and consistently executes 
results in alignment with the organization's brand. 
 

 Taking the initiative and responsibility to update the website daily - refresh and critically 
manage Leadership Greater Hartford’s website on a daily basis (including program page 
information, calendar maintenance, Network News, signature updates).  Independently 
works with marketing and program director(s) to gather and manage content.   
 

 Social media content creation & posting (includes LinkedIn, Facebook, Instagram and 
Twitter). 
 

 Desk top publishing - produces creative and innovative PowerPoint and Movie Maker 
presentations, slide shows, videos for use on website and social media outlets. 
 



 Organizing and maintaining Leadership Greater Hartford’s photo library and electronic 
marketing files. 
 

 Managing photography and/or video at events. 
 

 Supporting staff IT needs as LGH’s technology liaison. Works with our IT consultants to 
coordinate bi-monthly on-site visits and maintain list of technology issues.   
 

 Supporting and participating in LGH activities, events and meetings as appropriate. 
 
Qualifications: 

 Bachelors Degree in related field (web and graphic design, multi-media communications) 
or equivalent work experience 

 At least one year of demonstrated success in electronic marketing and communications 
 Strong communication skills and an ability to independently produce effective and 

accurate written marketing content 
 Proficiency with social media marketing tools including LinkedIn, Facebook, Instagram 

and Twitter 
 Highly organized with careful attention to accuracy and detail 
 Ability to multi-task and prioritize 
 Ability to work in a collaborative team-setting 
 Ability to work a flexible schedule as needed (occasional mornings and evenings) 
 Proficiency with a wide range of electronic and graphics software/programming tools  

including but not limited to: 
o Adobe Creative Suite (InDesign, Photoshop, Illustrator, Acrobat Professional) 
o MailChimp 
o WordPress 
o SurveyMonkey 
o Microsoft Office 
o PowerPoint 
o Movie Maker 

 
Compensation is $21.25/hour for 40 hours/week and includes a generous benefits package. 
 
To apply, please email a resume and cover letter in PDF format to Larisa Kottke, Director of 
Finance & Operations at larisa.kottke@leadershipgh.org by June 28, 2019. 
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