
 

Marketing and Communications Coordinator 

Central Falls Housing Authority is seeking a Marketing and Communications professional to join the Executive 

Department. The Marketing Coordinator typically assumes various roles and collaborates with cross functional teams 

ensuring all marketing deliverables are on time and on budget. This person will draft official agency communications in 

English and Spanish. The position will report to the Executive Director. 

Responsibilities: 

• Assist in the development and implementation of marketing strategies and campaigns. 

• Maintains and updates the agency website, communications, and social media. 

• Maintaining editorial calendars and publishing of social media content using platforms and third-party vendor 

tools 

• Tracking and reporting on key metrics across social channels and use findings to maximize growth opportunities. 

• Assist with the production of ads, brochures, newsletters, flyers, and other marketing materials as needed. 

• Drafting press releases, media advisories, content for the agency newsletters, decks, and recap presentations 

• Maintaining B2B and consumer database 

• Assist with event planning. (As needed) 

• Additional duties as assigned by the Executive Director 

Qualifications: 

• Degree in Marketing, Communications, or related field 

• Minimum of 2-5 years working on the field  

• Superior writing skills in both English and Spanish 

• Ability to work in a demanding environment with little supervision. 

• Team-player who is creative and organized. 

• Excellent communication skills (written and verbal). 

• Collaborator who is highly analytical, motivated, initiative-taker with strong critical thinking skills 

Benefits: 

• Salary commensurate with experience. 

• Health Insurance. 

• Dental. 

• Vision 

• Vacation and sick time. 

Please send resume and salary requirements to: 

Bridgett M. Duquette, Executive Director  

bridgettd@cfhousing.org 


