
 

 

 

Position Title:   Communications Coordinator  

 

Supervisor:    Executive Director 

 

Position Summary:    Manage marketing, social media, website, events and volunteers.  

 

Required Skills:    Experience or interest in working with animals and people. Skills in organizing files and 

information, managing volunteers, and electronic communications (social media and website). Strong skills 

with database management and Microsoft Office are required. Must be willing to have a flexible schedule. 

Associate’s degree or higher is required. 

 

Essential Duties and Responsibilities as Communications Coordinator:  

1. Greet public, answer phones/email and assist with all inquiries. 

2. Create advertisements, promotional materials, flyers, newsletters and email blasts.  

3. Recruit, manage, train and coordinate volunteers. 

4. Lead all aspects of SQSPCA event planning and execution. 

5. Manage website, Facebook, Instagram and Petfinder. 

6. Manage/keep off-site information up-to-date (YMCA, Brandow’s, Munson’s, etc.). 

7. Ensuring each animal in the care of the SQSPCA has a high-quality, up-to-date photo.  

8. Oversee content, creation, printing and mailing of quarterly newsletter. 

9. Assist with adoption and surrender counseling as necessary. 

10. Other duties as assigned. 

Other Duties:   

1. Carry out other duties as assigned by Executive Director. 

2. Attend and participate in staff meetings. 

3. Participate in in-service training, projects and activities as assigned. 

4. Adhere to new SQSPCA policies and procedures and the SQSPCA Employee Handbook. 

5. Report any on-the-job injuries to the Executive Director before the end of the work shift on the day 

the injury occurs. 

6. Practice safety in working around and with equipment, chemicals, tools, and utensils. 

7. Provide prompt response to resident and physical plant emergencies. 

8. Establish and maintain constructive working relationships with co-workers, residents, volunteers, and 

visitors. 

9. Maintain confidentiality of verbal and written information pertaining to SQSPCA operations and 

personnel. 

10. Treat staff and shelter visitors with fairness and respect. 

11. Promote the SQSPCA in a positive way. 

12. Follow and communicate detailed instructions, asking questions if unsure about something. 

13. Reporting to work under the influence of mood-altering or illegal drugs or alcohol and use of same 

while on job premises is strictly prohibited. 

 



 

 

 

 

Other Requirements: 

1. Lifting, carrying, pushing or pulling up to 50 lbs. using proper body mechanics and/or available 

equipment.  

2. Bending, squatting or reaching in order to perform animal care tasks. 

3. Occasional standing on ladder or step stool to access animals in cage banks. 

4. Able to safely drive in inclement weather. 

5. Safe and proper operation of animal care and office equipment. 

6. A clean driver’s license is required for this position. 

7. Occasional flexibility in hours worked. 

 

The Susquehanna SPCA is an equal opportunity employer. 

 


