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The Wallace Medical Concern




Position Title:
Communications and Marketing Manager
Salary:  Depending on experience
Status/Hours:     40 hours per week
 
Reports to:
Director of Development and Communications and Executive Director
The Communications and Marketing Manager works with the Director of Development and Communications to develop, manage, and execute marketing/communications strategies and tactics to promote and further the mission of The Wallace Medical Concern. This position is also responsible for developing and maintaining strong relationships with the opinion leaders in the Rockwood, Portland Metro and healthcare communities. 
JOB DUTIES AND RESPONSIBILTIES 

Marketing and Communications
· Develop and execute the electronic communications plan. Emphasis for the 2012-2013 FY is expanding the WMC website and Facebook account to inform and engage WMC’s volunteers, supporters, staff, and the general public, and launching electronic news bulletins. Explore current platforms and use as appropriate to communicate with WMC audiences. 
· Create social media policy and tools to assist WMC’s front-line staff in engaging with patients, volunteers and supporters. Instruct staff how to most effectively use Facebook, LinkedIn, and other relevant social media platforms. 
· Develop and execute media communications plan. Create media press kit and pitch stories.
· Create print material toolkits for Executive Director and staff.

· Manage and coordinate with communications-related contractors and vendors. i.e. website maintenance contactor, graphic designers, photographers, and print material vendors.

· Liaison and engage with clinic staff to collect stories and images to use for promotion purposes.
· Work with designers and vendors to create WMC “swag.” i.e. water bottles tote bags, t-shirts, etc.

· Coordinate and art direct photo shoots. Create visual content for electronic and print communications.

· Research, purchase and manage mass email delivery system
Fundraising
· Donor acknowledgement, stewardship and cultivation. Send acknowledgement communications, and assist Director of Development and Communications with donor stewardship and cultivation strategies and tactics.
· Develop and execute donor development strategies relating to appeals, impact reports, etc.

· Research and manage an effective and efficient Constituent Relations Manager (CRM) database with great reporting capacity that works well with EPIC, bookkeeping and volunteer management systems. 

· Assist Director of Development and Communications with special events.

Public Affairs
· Support WMC Board.

· Develop outreach and contact strategy that supports WMC leadership in building relationships with public officials and civic leaders. Coordinate meetings with WMC leadership and public officials and civic leaders.
· Monitor relevant legislative and regulatory issues.
· Develop and maintain relationships with appropriate congressional, federal regulatory and coalition staffs.

