2026-2027 Member Position Description

OF BATON ROUGE

Partner Organization Name: Grace House of Baton Rouge, Inc.

Corps Member Position Title: Community Engagement & Communications Coordinator
Supervisor: Ebony Brown, MPA
Days/Hours of Service: M-F 8-4:30

Physical Location: 9800 Airline Hwy Suite 105 Baton Rouge, LA 70816

Organization Mission and/or Goals:

The mission of Grace House of Baton Rouge, Inc. is to provide housing and essential healthcare
services to individuals with disabilities and those underserved. We aim to empower them to achieve
wholeness, stability, and a renewed way of living, enabling them to embrace their future
responsibilities. Our vision is for participants in our program to persevere, regardless of challenges,
as they receive the care necessary for a second chance at a better quality of life.

Member Position Summary:

The Community Engagement & Communications Coordinator supports the mission and daily
operations of the organization by leading volunteer coordination, managing digital communications,
and expanding community outreach efforts.

This role is responsible for recruiting and supporting volunteers; developing and maintaining the
organization’s social media presence and technology-based communication systems; and
coordinating outreach activities that strengthen community partnerships, increase visibility, and
promote organizational programs and services.

The Coordinator works collaboratively with staff, clients, and community stakeholders to ensure
consistent messaging, meaningful engagement, and effective delivery of outreach initiatives.

This position requires strong communication skills, a high level of organization, and the ability to
work both independently and as part of a team.

Essential Functions of Position:

The Community Engagement & Communications Coordinator will provide support to Grace House by
taking part in the following activities:



Volunteer Recruitment & Coordination

e Recruit, screen, onboard, and schedule volunteers to support organizational programs and
events.

e Maintain accurate volunteer records, timesheets, and compliance documentation.

e Provide ongoing communication, recognition, and support to ensure volunteer retention and
engagement.

Community Outreach & Partnership Development

e Conduct outreach to community partners, service providers, schools, senior centers, clinics,
faith-based organizations, and other stakeholders.

e Represent the organization at community events, health fairs, and meetings to promote
programs and services.

e Build and maintain strong relationships that increase referrals, visibility, and collaborative
opportunities.

Social Media & Digital Communications Management

e Develop, schedule, and publish consistent social media content across all platforms.

e Use technology tools (graphics software, scheduling tools, CRM systems) to enhance
engagement and visibility.

e Track and report on digital analytics, engagement metrics, and campaign performance.

Program & Event Support

e Assist in planning, coordinating, and implementing outreach events, volunteer projects,
educational sessions, and community engagement activities.

e Support logistics for events, including registration, set-up, materials preparation, and follow-
up.

e Capture photos, videos, and testimonials to support storytelling and reporting requirements.

Technology & Communication Systems Management

e (Create and maintain digital communication tools such as newsletters, email campaigns,
outreach flyers, and QR codes.

e Support staff and volunteers in using technology systems, communication apps, and online
platforms.

e Ensure communication tools, branding, and digital materials are consistent with
organizational standards.

Client & Community Engagement Support

e Provide warm, professional communication to community members, program participants,
volunteers, and partners.

e Assist with referral intake, resource navigation, and dissemination of information regarding
available services.



e Uphold a high level of customer service, confidentiality, and cultural sensitivity.

Administrative & Organizational Support

e Assist with scheduling, internal communications, documentation, and other administrative
tasks that support outreach and volunteer operations.

e Participate in staff meetings, trainings, and professional development activities.

e Support organizational goals and initiatives as assigned by leadership.

Skills, knowledge and trainings the corps member should expect to gain from this position

1. Community Engagement & Outreach Skills

Ability to plan and conduct effective community outreach initiatives.

Experience building partnerships with nonprofits, schools, senior centers, clinics,
churches, and community agencies.

Skills in public speaking, tabling at events, presenting organizational information, and
delivering outreach messages clearly.

Understanding of inclusive engagement strategies for vulnerable populations,
seniors, and underserved communities.

2. Volunteer Management & Leadership Skills

Recruitment, screening, onboarding, and supervising volunteers.

Experience developing volunteer schedules, tracking volunteer hours, and
coordinating volunteer projects.

Leadership skills through managing small groups of volunteers during events or
service projects.

Knowledge of best practices in volunteer retention and recognition.

3. Social Media, Technology, and Communications Skills

Hands-on training in managing social media platforms (Facebook, Instagram, TikTok,
LinkedIn).

Skill development in digital content creation: graphics, flyers, newsletters, videos,
and event promotions.

Training in digital engagement metrics, analytics, and strategies to increase online
visibility.

Proficiency using technology tools such as Canva, Mailchimp, Google Workspace,
Microsoft Office, and CRM systems.

4. Program & Event Coordination

Skills in planning, organizing, and executing events such as health fairs, volunteer
days, and partner meetings.

Experience creating event materials, registration systems, sign-in sheets, and follow-
up communications.

Training in logistics management, scheduling, and coordinating with multiple
stakeholders.

5. Data Tracking, Reporting & Evaluation Skills

Strong skills in maintaining accurate records of outreach contacts, volunteer hours,
participant engagement, and social media analytics.
Experience using spreadsheets, databases, and reporting tools for monthly reporting.



Understanding how to use data to improve program decisions and outreach
strategies.

Professional Communication & Administrative Skills

Improved written communication through emails, newsletters, outreach letters, and
digital content.

Improved verbal communication through community presentations, partner calls,
and volunteer orientations.

Professional office skills including scheduling, documentation, internal
communication, and confidentiality.

Cultural Competency & Community Health Awareness

Training in working respectfully with seniors, individuals with disabilities, low-income
communities, and diverse populations.

Understanding of community health needs, social determinants of health, senior
support services, and HIV/STl awareness.

Training in trauma-informed communication and client-centered service approaches.

Organizational Development & Nonprofit Operations Knowledge

Exposure to nonprofit program delivery, community partnerships, and organizational
leadership.

Understanding how programs are funded, evaluated, and communicated to
stakeholders.

Experience working within a mission-driven environment and supporting the strategic
goals of the organization.

Personal & Professional Development Growth

Growth in time-management, accountability, teamwork, and problem-solving.
Increased confidence in public-facing roles and community leadership.
Development of transferable professional skills beneficial for future employment or
education.

Ideal Candidate Qualifications

Education & Experience

High school diploma or equivalent required; some college or a degree in communications,
social sciences, public health, nonprofit management, or a related field preferred.
Experience in community outreach, volunteer coordination, social media management, or
customer service is strongly preferred.

Familiarity with nonprofit or community-based work environments is an asset.



