
 

POSITION: Marketing Coordinator 

SUMMARY: 
The Gamma Phi Beta Foundation is seeking a full-time, graphic design and communications 
professional to support the Foundation team in day-to-day activities including marketing, visual 
communications, social media, public relations and outreach efforts. The Marketing Coordinator will 
increase the effectiveness of our communications to members and the community to accomplish both 
program and fundraising objectives.  
 
REPORTS TO:  
Director of Communications 
 
PRIMARY RESPONSIBILITIES: 

 Create and clear, concise and effective marketing collateral and multimedia communications 
that are consistent with Gamma Phi Beta Foundation’s brand standards. 

 Develop and design core Foundation graphics, collateral, fundraising appeals and event 
materials. 

 Assist with research, writing and editing for a variety of projects. 
 Identify, plan and implement new marketing campaign strategies. 
 Assist with planning and coordination for various Foundation events. 
 Maintain a high level of confidentiality involving all Foundation work. 
 Must display a significant level of maturity, personal integrity and ability to understand, 

develop and sustain resilient relationships with donors, Trustees, colleagues and vendors. 
 
QUALIFICATIONS: 

 Bachelor's degree and minimum 1 year professional experience in graphic design and 
marketing, public relations or related field. 

 Strong knowledge of social media (popular and emerging). 
 Demonstrated ability to excel in a highly collaborative environment. 
 Able to coordinate, prioritize and meet deadlines on multiple, simultaneous projects. 
 Computer proficiency of Microsoft Office and demonstrated extensive experience with Adobe 

Creative Suite (InDesign, Illustrator, Photoshop). 
 

HOW TO APPLY:  
Please submit an electronic cover letter, résumé, relevant writing and design samples to  
cellis@gammaphibetafoundation.org. Please include salary requirements in cover letter.  
 
ABOUT GAMMA PHI BETA FOUNDATION: 
Established in 1959, the Gamma Phi Beta Foundation is a nonprofit 501(c)(3) organization whose 
mission is to support and inspire the lifelong development of women. The Foundation provides 
charitable and educational funding for leadership development, financial aid for members, and 
philanthropic opportunities for building strong girls; the Foundation has distributed $10.5 million to 
date. Visit GammaPhiBeta.org for more information about the Gamma Phi Beta Foundation. 


