

Michigan Statewide Independent Living Council (SILC)
Position Description

Position: 
Communications Coordinator
Reports to: 
Executive Director
Purpose: 
The Communications Coordinator is responsible for facilitating and implementing a jointly developed, comprehensive communications strategy to increase the public’s awareness of and support for Independent Living in Michigan.
Classification: .5 FTE, non-exempt
Essential Functions: 
· Provide leadership in the development of a comprehensive communication strategy that includes multiple forms of media;
· Works collaboratively with SILC and Disability Network/Michigan to gather impact stories to promote the work of the SILC and Michigan’s Centers for Independent Living (CILs);
· Manages the website and social media for both SILC and Disability Network/Michigan;
· Assists in the development of brochures, reports and other materials, both the design and copywriting;
· Develops monthly e-newsletter that promotes IL in Michigan;
· Manages the mailing list for electronic communication;
· Performs other duties as assigned.
Qualifications and Skills Required
· Personal experience with disability and/or extensive knowledge of disability issues;
· A Bachelor’s degree in a related field and at least 1 years’ experience. Or, documented experience in a similar position for 2 or more years;
· Demonstrated knowledge of the Independent Living Philosophy;
· Demonstrated experience in coordinating multiple communication platforms
· Strong computer skills with specific knowledge of Microsoft Office products, web-design software and Adobe Design platform.
· Excellent interpersonal skills which demonstrate sensitivity toward persons from diverse backgrounds;
· Excellent communication skills, both written and verbal;
· Self-starter with the ability to work independently with minimal direction and as a collaborative team member that embraces multiple perspectives;
· Capacity to organize and prioritize multiple projects, while meeting deadlines;
· Must be flexible with the daily work schedule, including occasional evening hours and overnight travel;
· Ability to work remotely and in an office environment;
· Personal transportation with a valid driver’s license and proof of insurance as required by law, or ability to establish personal transportation.

