
 

Content Coordinator 
Position Title: Content Coordinator  

Reports To: Vice President of People & Places  

Classification: Salaried/Exempt 

Salary Range: $35K - $49K 

Position Summary: 

The Content Coordinator is responsible for developing engaging, original content that supports 
REV’s organizational and programmatic goals and that reflects its brand values. An expert 
smartphone photographer/videographer and engaging storyteller, the Content Coordinator will 
leverage social media, newsletters and other communications tools to inform key publics about 
the value of REV and its initiatives, to promote engagement in projects and events, and to 
support the successful implementation of program plans.   

Critical Roles: 

 Work with VP of People & Places and Communications Coordinator to plan content in 
support of program, fundraising, and general organizational communications strategies;  

 Coordinate procurement of content needed for social media calendars, and identify 
opportunities to supplement with additional social media content;  

 Produce original content including but not limited to social media posts, photos, graphics, 
videos, blog posts, and podcasts for REV and related brands;  

 Check social media platforms daily (including weekends and holidays) and respond to 
comments and inquiries as appropriate. Handle messages and comments under the 
guidance of the VP of People & Places and, as appropriate, the involved internal teams;  

 Compile and distribute REV’s and related brands’ email newsletters through MailChimp;  
 Report, analyze, and respond to digital trends and patterns using social media analytics 

and Google Analytics;  
 Record work in Monday.com, Sharepoint and/or other applicable software or reports as a 

means of documenting work completed, assessing effectiveness, and maintaining a 
current and accurate contact database for REV;   

 Support special events – sometimes outside of normal business hours – as assigned, 
including assistance in planning, organization, execution and volunteer/staffing 
management;   



 Perform other duties and assume other responsibilities as assigned. 
 

Knowledge, Skills, and Abilities: 

1. Proven ability to communicate effectively, both orally and in writing, using a thorough 
knowledge of English grammar, spelling, and punctuation rules; AP Style knowledge 
preferred;  

2. Aptitude for creatively and strategically planning and creating content across digital and 
traditional platforms; experience working in Wordpress and applying best practices in 
social media management and Search Engine Optimization (SEO) preferred;  

3. Photography and videography capabilities, preferably in Adobe PhotoShop and Premier;  
4. Basic graphic design capabilities, preferably in Canva, InDesign, PhotoShop and 

Illustrator;  
5. Proficiency in providing concise, thorough and articulate reports and presentations to a 

variety of audiences in both oral and written form;  
6. Ability to prioritize responsibilities, delegate tasks and efficiently manage time 

independently to accomplish a variety of duties;   
7. Ability to manage workflow and analyze and support strategy decisions in programs such 

as Monday.com, Google Analytics and social media analytics;  
8. Willingness to learn, experiment with and potentially adopt new programs to enhance 

REV’s effectiveness;   
9. Effective computer skills (Proficient in Windows and Outlook required; Microsoft Word, 

PowerPoint and Excel experience preferred; Salesforce preferred);  
10. Friendly, timely customer service and follow-up;  
11. Ability to regularly make good decisions and exercise good judgment at all times, 

particularly when communicating with parties outside of REV;  
12. Ability to collaborate with and motivate team members in successfully accomplishing the 

strategic goals of the organization;   
13. Ability to practice an appropriate level of confidentiality.  

 
Physical Requirements: 

Requires the physical mobility to sit and walk for moderate periods of time and to occasionally 
carry or lift objects weighing up to 40 pounds. Reasonable accommodations may be provided as 
necessary.  

Qualifications: 

1. Bachelor’s degree in Public Relations, Journalism, Communications or similar field of 
study;  

2. One to three years’ experience in positions, internships and/or volunteer roles involving 
similar responsibilities;   

3. Creative thinker, skilled problem solver, resourceful and outcome-oriented;  



4. Ability to meet or exceed performance goals;   
5. Hard-working with a positive attitude and willingness to accomplish the task at hand, 

being flexible when needed to meet the needs and goals of the organization;   
6. Ability to work nicely, effectively and professionally with diverse populations;  
7. Proficiency in typical office procedures and routines, and with office equipment;  
8. Flexibility to facilitate / participate in meetings and events outside of core business hours 

(i.e. nights, weekends, etc.); and   
9. Valid driver’s license for traveling between local businesses, properties and other 

locations as necessary. 

Interested candidates should email a resume and cover letter to Julie Clark McKinney, Vice 
President of People & Places, at jobs@revbirmingham.org.   
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