Digital Communica ons Coordinator
January 2021
Groundwork Lawrence (GWL) seeks a full- me Digital Communica ons Coordinator to coordinate GWL’s social
media channels, email marke ng produc on, and other digital marke ng and graphic eﬀorts. The posi on will
develop and implement mul -channel communica ons that further our mission, strengthen the GWL brand,
and advance fundraising goals as well as manage GWL’s We Are/Somos Lawrence (WAL) website and social
media pla orms. This posi on reports to the Development Director.
Essen al Job Func ons:
∙ Manage and create wri en and visual content for GWL’s and WAL’s social media channels including
Facebook, Twi er, LinkedIn, and Instagram
∙ Produce and distribute GWL marke ng emails, including a monthly newsle er, event invites,
fundraising emails, and more
∙ Produce and distribute WAL’s monthly newsle er
∙ Create and monitor engagement and interac ons on social media as well as direct messages ∙
Help train and encourage GWL staﬀ in how to use social media for brand promo on ∙
Support development of update process for GWL’s website and make updates to the website or other
pla orms as needed, ensuring all content is consistent with GWL branding guidelines
∙ Develop and curate content for WAL’s website and make updates to the website as needed, making
sure all content is consistent with WAL branding
∙ Design GWL infographics, event invita ons, graphic fact sheets and other graphic assets for print, web,
email, and social media campaigns
∙ Manage GWL’s online photo library and other digital assets
∙ Provide administra ve support for communica ons
∙ Manage performance metrics, analy cs and dashboards for GWL & WAL websites and social media
pla orms to help inform digital marke ng strategy and direc on.
∙ Other projects and tasks as assigned
Required Qualiﬁca ons:
∙ Must share the values and vision of Groundwork Lawrence with a passion for nonproﬁt work with a
commitment to environmental jus ce, food access, public health, and economic stability ∙
1-2 years’ experience in communica ons, social media, or related ﬁeld
∙ Knowledge and experience managing and crea ng content various social media pla orms, including
Facebook, Twi er, Instagram, and LinkedIn
∙ Strong communica ons and interpersonal skills, including wri ng and edi ng
∙ So ware proﬁciency in Microso Oﬃce.
∙ Knowledge of social media trends
∙ Strong organiza onal skills and a en on to detail with the ability to work independently ∙
Ability to manage and self-direct many diﬀerent projects at once, from assignment to delivery,
including managing ght deadlines
∙ Enthusiasm for working with a variety of departments and key stakeholders at various levels in their
understanding of social media
∙ Bilingual English and Spanish (wri en)
∙ Ability to work well in a mul -cultural organiza on in a collabora ve fashion

Preferred Qualiﬁca ons:
∙ Experience with Adobe Crea ve Suite, Canva, Constant Contact, Drupal and/or Wix ∙
Transla on experience
∙ Bilingual in English and Spanish (wri en and verbal)
∙ Experience in a nonproﬁt se ng
∙ Bachelor’s degree or related work experience in environmental science, public health, youth
development or other Groundwork related ﬁeld.
Compensa on: Salary is $36,000 - $42,000 commensurate with experience. Employee beneﬁts include payment of
75% of health and dental insurance, FSA, fresh food beneﬁt, a matched 403b re rement plan, and excellent paidme oﬀ beneﬁts. GWL provides excellent opportuni es for advancement and growth within the organiza on. This
posi on reports to the Development Director and is an exempt, full- me posi on requiring some evening and
weekend hours.
About Groundwork Lawrence (GWL): a nonproﬁt organiza on, has been making change happen in Greater
Lawrence, Massachuse s since 1999. Through community engagement, environmental and open space
improvements, fresh food access, youth educa on, and employment ini a ves, GWL creates the building blocks of
a healthy community, and empowers residents to improve their quality of life. GWL achieves results by engaging
the whole community – residents, youth, nonproﬁts, government, and businesses – in the planning and realiza on
of projects. With this collabora ve approach, GWL ensures that all stakeholders are mutually invested in the
outcomes, the key to stable neighborhoods and sustainable change. GWL’s mission and opera ons are premised on
the understanding that environmental condi ons are inextricably linked to the economic and social health of a
neighborhood. Therefore, GWL is commi ed to “changing places, changing lives, changing systems” through onthe-ground projects that help to transform local communi es. GWL’s mission is “to bring about the sustained
regenera on, improvement, and management of the physical environment by developing community-based
partnerships which empower people, businesses, and organiza ons to promote environmental, economic, and social
well-being.”
Hiring Policy: GWL is an equal opportunity employer. We consider applicants for all posi ons without regard to
race, color, religion, creed, gender, na onal origin, age, disability, marital or veteran status, sexual orienta on, or
any legally protected status. City of Lawrence residents are strongly encouraged to apply.
To apply: Applica ons will be reviewed on a rolling basis. Please submit le er of interest describing your relevant
experience and interests and your resume to:
Groundwork Lawrence, A n: Human Resources, 50 Island Street, Suite 101, Lawrence, MA 01840, fax: (978) 974 –
0882, or hr@groundworklawrence.org.
No phone calls please. Email inquiries may be sent to hr@groundworklawrence.org
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