American Arab Chamber of Commerce
Communications/Marketing Manager

Job Summary

Reporting directly to the Managing Director, this position manages the Chamber’s communications/outreach efforts to a wide variety of audiences, including the media, community, sponsors and the public at large. Responsible for creating, implementing and measuring the success of:  a comprehensive marketing, communications and public relations program that will enhance the organization’s image and position within the marketplace and the general public, and facilitate internal and external communications; and all organization marketing, communications and public relations activities and materials including publications, media relations, member acquisition.

Principle Accountabilities

Marketing, communications and public relations

1. Responsible for the overall success of the Chamber’s corporate cultural diversity training program including planning and executing sessions as well as generating interest from corporations for the program. Responsible for maintaining current and relevant materials for the program. 

2. Ensure articulation of organization’s desired image and position, assure consistent communication of image and position throughout the organization, and assure communication of image and position to all constituencies, both internal and external.

3. Responsible for editorial direction, design, production and distribution of all organization publications.  Coordinates the appearance of all organization print and electronic materials such as letterhead, use of logo, brochures, etc.  
4. Act as the organization’s representative with the media.  Coordinates media interest in the organization and ensure regular contact with target media and appropriate response to media requests.

5. Responsible for the achievement of marketing/communications/public relations mission, goals. Ensure that evaluation systems are in place related to these goals and objectives and report progress to the managing/executive director and board of directors.

6.  Develop and recommend short- and long-term plans for the marketing/communications/public relations program and its activities, monitor progress, assure adherence and evaluate performance. Keep informed of developments in the fields of marketing, communications and public relations, and use this information to help the organization operate with initiative and innovation
7.  Public and press communications: Prepare press releases related to corporate and project activities.  Prepare materials for public presentation, including PowerPoint presentations.  Coordinate with graphic designer and printer for periodic design updates and production of printed materials. Ensure coordination with graphic/web designer on the design, creation and updating of company web site.

8. Event planning: Organize and plan organization’s large and small events with other staff members.  Lead the logistics and operations of the events.  
Qualifications

Demonstrated skills, knowledge and experience in the design and execution of marketing, communications and public relations activities.  Strong oral and written communications skills.  Strong creative, strategic, analytical, organizational and personal sales skills.  Demonstrated successful experience writing press releases, making presentations and negotiating with media.  Experience overseeing the design and production of print materials and publications.  Computer literacy in word processing, internet, database management, and webpage layout. Ability to manage multiple projects at a time.  Minimum of 3 years experience in marketing, communications, or public relations with demonstrated success, preferably in the not-for-profit or association sector. Bachelor’s degree in journalism, marketing, public relations preferred. Graduate degree in a related field is desirable.

