
 
 
Marketing and Communications Coordinator 
Reports to Director of Advancement and Marketing  
Full-time 
Starting Salary: $45,000 
 
Are you interested in using horticulture as a catalyst for community engagement? 
KNOX forges partnerships to build greener, stronger, healthier, and more beautiful 
neighborhoods in Hartford. We’re looking for a self-motivated problem-solver to fill the position 
of Marketing and Communications Coordinator. Please consider applying—we’d love to hear 
from you! 
 
This is a key role in educating all of KNOX’s audiences of the organization’s mission important 
work by coordinating and implementing strategies that support the goals for advancement, 
marketing, and communications.  
 
The Marketing and Communications Coordinator is expected to model KNOX’s organizational 
values of teamwork and respect. Living these values means we must consider the safety, 
feelings, traditions, and preferences of everyone in our ecosystem. It also means we must be 
open to working with others and listening for opportunities.  
 
Working with the A&M Team to implement new strategies, multi-media campaigns, and special 
events that build awareness, drive inquiries, further relationships, and support a culture of 
philanthropy to celebrate plants and the environment to further our mission. 
 
Content Development and Brand Engagement  

 Serves as the primary content creator, editor, and proofreader for KNOX written and video 
communications. 

 Maintain editorial calendar to coordinate the messaging and content for communications-
related initiatives.  

 Manage KNOX’s digital presence, including website and social media tactics; update and 
create new posts for the website, Facebook, Instagram, and other appropriate venues.  

 Serve as the primary administrator of the WordPress CMS. Work with program managers 
to produce and post relevant content to the website that adheres to brand identity and 
messaging standards. Pull reports for analysis. 

 Manage the communications-related assets, including logos, literature and forms, 
stationary, photo files, ads, and press releases. 

 Coordinate and execute electronic and print mailings periodically to communicate with 
prospective and existing donors to build rapport, further relationships, and support giving 
and program participation. 

Event Coordination and Data Management  

 Using the DonorPerfect CRM, coordinate all aspects of donor communication and 
relationship building; document activity, update contact information, acknowledge gifts, and 
pull reports and segmentation lists for mailings and analysis. 



 Assist in the planning and implementation of all fundraising events, such as the KNOX Golf 
Tournament, 75° An Urban Greenhouse Party, and Beer Garden including pre-event 
promotion, on-site logistics, and post-event follow-up. 

 Provide other administrative coordination as assigned. 
 
QUALIFICATIONS 
The ideal candidate will possess outstanding written and verbal communication skills, be an 
organized self-starter, and have a positive attitude. Specific requirements: 

 A Bachelor’s degree in a related area, such as journalism, communications, or public 
relations, and a minimum of two years of work/intern experience are required, preferably in 
a marketing, communications, or fundraising environment with a nonprofit organization. 

 Demonstrated ability to work on multiple projects simultaneously while managing deadlines. 

 Computer literacy, including strong proficiency with Microsoft Office programs and 
demonstrated experience working with Canva or Adobe design software. 

 Familiarity and comfort level working with websites, content management software, and 
social media platforms. 

 A passion for plants, the environment, and enhancing the lives of others is expected. 
 
COMPENSATION AND BENEFITS 
KNOX offers a comprehensive benefits package, including paid holiday and sick time, health 
insurance, dental insurance, eye care insurance, life insurance, and a 401(k) retirement option 
(including a matching contribution).  
 
APPLY NOW 
To apply, submit up to three writing samples, demonstrating various writing assignments with 
your resume to mariab@knoxhartford.org. If interviewed, candidates will be given an on-site 
assignment that will test writing skills, attention to detail, proofreading, and familiarity with 
social media. 
 
KNOX, Inc. is an Equal Opportunity Employer (EOE.) Qualified applicants are considered for 
employment without regard to age, race, religion, sex, national origin, sexual orientation, 
disability, or veteran status. 
 
 

 


