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Department of Catholic Schools Job Posting 
Sacred Heart School, Medford 

 
Position title: Marketing Coordinator 

Position Start Date: 9/7/2021 

Application closing date: 9/3/2021 

  
Grade(s): Other 

Subjects: Not applicable (non-teaching position) 
Full or Part-time: Part-time 

Catholic required/preferred: Catholic preferred 

Does this position require a teaching license? No 
 

GENERAL STATEMENT OF DUTIES: The Marketing/Volunteer Coordinator supports the 
school by providing marketing and public relations services, and managing an effective 
volunteer program. Incumbent handles communications throughout the school 
community and works with school staff and volunteer committees to support the mission 
and vision of the school.  
 
ESSENTIAL FUNCTIONS/MAJOR RESPONSIBILITIES: (The essential functions/major 
responsibilities listed are intended only as illustrations of the various types of work that 
may be performed. The omission of specific statements of duties does not exclude them 
from the position. Duties and responsibilities are also subject to change by the employer 
as the needs of the employer and requirements of the job change.)  

1. Ensures the development and implementation of a comprehensive public relations 
and communications plan. Relates with school leadership, teachers, and staff; 
parents of current, former and future students; local civic and business leaders and 
area residents.  

2. Collaborates with the pastor/principal in handling public relations and 
communications activities for the school community, specific duties include: 

a. Preparing at least 3 press and media releases each month.  
b. Writing weekly school news bulletins and quarterly newsletters for 

distribution throughout the parish.  
c. Establishing an advisory communications committee  
d. Prepares and presents quarterly reports for the principal, pastor, and School 

Advisory Council. Assists the School Advisory Council as requested by the 
principal.  

3. Designs, implements, and coordinates a sophisticated volunteer program for 
parents and parishioners, interviewing individuals to determine how to best utilize 
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each person’s talents, obtaining regular assistance for teachers and staff, matching 
interests, and needs, and recruiting school spokespersons.  

4. Works with the grant writers that support segments of the school's long-range 
plan. Assists the principal, pastor, and other appropriate personnel in cultivating 
relationships with major local foundations.  

5. Maintains a level of knowledge and skills required by professional reading and 
participation in professional organizations.  

6. Organizes committees to handle events as needed.  
7. Participates in Archdiocesan in-services as requested by the principal.  
8. Maintains a strict level of confidentiality on all matters relating to parish/school 

business.  
9. Performs other work-related duties as requested by the principal or pastor.  

 
JOB SCOPE: The Marketing Coordinator operates with moderate supervision and within 
established lines of authority. Receives specific and definite directions and instructions, 
but may also determine own practices and procedures. Position encounters varied work 
situations with occasional departures from the norm. The incumbent complies with the 
philosophy of the school as interpreted by the school and functions under the direction of 
the school principal as a contributing member of the school community.  
 
COMMUNICATION/CLIENT CONTACT: Contacts are normally made inside and outside 
the parish. Contacts are usually made on own initiative or at principal’s request and 
frequently contain confidential/sensitive matters.  
 
SPECIFIC JOB SKILLS:  

1. Organizes committees to handle events as needed.  
2. Prioritize workload to meet program requirements.  
3. Good verbal and written communication skills. 
4. Be flexible, creative, responsible. 
5. Organize events and materials in a successful manner. 
6. Identify problems and their solutions. 
7. Organize ideas and present them in a clear and concise manner. 
8. Establish and maintain working relationships based on mutual confidence and 

respect Work both independently and as a member of a team. 
9. Prioritize workload to meet program requirements.  
10. Ability to accurately and effectively operate personal computer and all basic office 

equipment, including but not limited to word processing, copiers, fax machines, 
paper shredder, telephone, etc.  

 
EDUCATION AND/OR EXPERIENCE: B.A. in communications, finance, public relations 
and/or marketing or an equivalent combination of education and experience in a 
comparable field with 3-5 years experience in a comparable position. Prefer 2-4 years 
experience working with nonprofit or religious organization. Prefer practicing Catholic 
with thorough knowledge and understanding of Catholic teachings, practices and 
organizational structure. Bilingual in Spanish preferred. Valid driver's license required.  
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PHYSICAL DEMANDS: While performing the duties of this job, the employee is required to 
stand, walk, talk, reach, sit, hear, handle and perform repetitive motions of the 
hands/wrists. Lifts and moves items up to 20 pounds. 
 
Please send resume and cover letter to Sharon Levesque to apply. 
 
Principal or Contact Person: Sharon Levesque 

School Name: Sacred Heart School 
Address: 431 South Ivy 

City, State, Zip: Medford, OR 97501 

Contact email: srlevesque@shcs.org 

Contact Phone: 541-772-4105 
 


