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COMMUNITY FOUNDATION of MIDDLESEX COUNTY 
Communications Coordinator 

 
 
Reports to: Senior Director of Programs and Operations 
 
Position Overview: This full-time position is responsible for maintaining the Foundation’s 
database, website, e-communications, donor education materials, and office correspondence. 
Provides office management coordination including various administrative support functions and 
duties using Microsoft Word, Excel, PowerPoint, Internet and in-house (FIMS) database.   
 
 
Responsibilities:  
 
 Plans and prepares articles for two newsletters annually in coordination with other staff 

members. 
 Routinely creates, updates and manages web site content, e-news and e-alerts, and social 

media vehicles. 
 Develops and distributes press releases in coordination with other staff members and 

outside resources as appropriate. 
 Develops and updates donor education materials in coordination with other staff members 

and outside resources as appropriate. 
 Maintains donor records in FIMS and other software formats as needed. 
 Greets visitors to the Foundation office as necessary and provides primary telephone 

coverage 
 Processes incoming and outgoing mail. 
 Assists with meeting preparations for all Board meetings and other meetings as necessary. 
 Prepares gift acknowledgment letters and other correspondence as directed. 
 Maintains office calendar of all board and committee activities and other event schedules. 
 Provides necessary support for all Foundation events. 
 Works with other staff members to become knowledgeable about the Foundation’s grant 

making program and community leadership activities. 
 Performs other related duties or special projects as assigned by the President & CEO and 

Senior Director of Programs and Operations. 
 
 
Qualifications: 
 Bachelor’s degree required; 3-5 years experience in communications or public relations, 

preferred. 
 Commitment to providing high quality service to donors, colleagues, volunteers and 

grantees. 
 Strong interpersonal, verbal and written communication skills are key to this position. 
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 Excellent attention to detail. 
 Exceptional computer skills; thorough knowledge of Microsoft Word, Excel, PowerPoint, 

and Outlook. 
 Experience with Mail Chimp, Constant Contact and social media vehicles particularly in the 

business or nonprofit arenas. 
 Strong knowledge of office procedures and ability to prioritize and manage a great variety of 

tasks and projects. 
 Ability to take up responsibilities on a pro-active basis. 
 Desire to work in a team-based, collegial, hands-on environment. 
 Ability to think creatively and find new and innovative approaches to projects and programs. 
 Key: Experience with data bases necessary; experience with WordPress or other website 

development platforms preferred; ability to learn new applications with minimal supervision. 
 
Applicants should provide a thoughtful cover letter describing why this position is of interest to you 
as well as how your education and experience qualify you for this position. Your application 
materials should also include your salary requirements and your resume. Materials may be mailed or 
e-mailed to: 
 
Thayer Talbott 
Senior Director, Programs & Operations 
211 South Main Street 
Middletown, CT 06457 
Thayer@MiddlesexCountyCF.org 
 
Community Foundation of Middlesex County is an Equal Opportunity employer. Personnel are 
chosen on the basis of ability without regard to race, color, religion, sex, national origin, disability, 
marital status or sexual orientation, in accordance with federal and state law. 
 
 
For more information about the Community Foundation of Middlesex County, please visit our 
website: 
www.MiddlesexCountyCF.org 
 


