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ADAMS Center is offering an employment opportunity for a part-time Marketing and Media Communications Coordinator
ADAMS Center is one of the largest Muslim communities in the Washington, D.C. area. Today, we serve the areas of Sterling, Ashburn, Centerville, Chantilly, Gainesville, Great Falls, Herndon, Leesburg, McLean, and Reston, in northern Virginia. Our community continues to grow each year as more families join us. 
At ADAMS we attribute much of our success to the strength of our marketing solutions and product development. To build on this momentum, we’re searching for a highly qualified, dynamic, and creative Marketing Coordinator, who will report to the Marketing Manager and provide marketing coordination and administrative support to ADAMS Programs, Events, Clubs, Outreach and Services initiatives.  The ideal candidate will have prior experience with a wide range of marketing functions, including communications, advertising, branding, graphic design, digital marketing, and social media. The marketing coordinator must be an organized multitasker able to handle many diverse projects at once and meet tight deadlines.

Key Responsibilities:
· Develop/design, plan and implement marketing strategies and advertising campaigns through various platforms and communications channels, i.e.: print, digital/email/web/social media.
· Expand the online presence of ADAMS Center in social media and video platforms.
· Coordinate communication and marketing projects while managing tight deadlines to ensure timely delivery.
· Maintain attention to detail on all content seeking necessary approvals and proofing work prior to publishing and dissemination.
· Maintain and update content across all ADAMS social media channels daily (YouTube, Instagram, Facebook, LinkedIn, TikTok, Snapchat, etc.), including interacting with and moderating community response and dialogue.
· Prepare management reports and presentations by collecting, analyzing, and summarizing data.
· Maintain and strengthen the relationships with community members and stakeholders.
· Responsible for taking baseline videos and photos for projects.
· Support live events/streaming via Facebook, Stream Yard, Zoom, etc.
· Proficient in video recording, editing, streaming for both virtual and in-person events.

Qualifications:
· Must be eligible to work in the U.S.
· Associate degree (preferably in Media, Communications, or Digital Marketing) or one to two years of professional experience as a minimum
· Canva experience preferred
· Preferred experience with design and development in SharePoint
Key Skills/Knowledge:
· Experience with content management systems (Wix, WordPress, etc.); and email marketing systems (i.e., Constant Contact, Mailchimp, etc.) 
· Proficiency with use and insights of Twitter for Nonprofits, Facebook for Businesses, LinkedIn for Companies, and Bit.ly, as well as familiarity with Vimeo, and YouTube
· [bookmark: _Hlk84162114]Experience with video capturing and editing in recorded and live streaming platforms (Stream Yard, Zoom, YouTube, Facebook Live, etc.)
· Proficiency with video/audio editing tools such as Adobe Premiere, Adobe Audition, etc.
· Firm understanding of using color, lighting, composition, cinematography, and audio to convey specific moods, tones, and brand style in a video content.
· Be able to take multiple baseline videos, add graphics, sound effects, voice overs, other contents and create a final video project.
· Strong written and verbal communication skills
· Ability to work independently and in a team environment to effectively prioritize multiple tasks, and willingness to work with and adapt to an evolving team and role
· Deep commitment and demonstrated interest in the mission and core beliefs of ADAMS
· Highly creative with experience in identifying target audiences and devising digital campaigns that engage, inform, and motivate
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