SUPPLIES OVER SEAS 
OUTREACH COORDINATOR
	Reports to: CEO
	
	
	

	FLSA Status: 
	EXEMPT....................................
	
	

	
	
	
	


SUMMARY OF POSITION
Supplies Over Seas (SOS) is seeking a full-time Outreach Coordinator to support the SOS mission. This position: manages partner relations; oversees volunteer program; coordinates social media and manages web site; assists with special events; provides direct support to the Chief Executive Officer and works with the Development Director, Operations and Logistics Manager, other key staff and volunteers.  
KEY FUNCTIONS/ESSENTIAL DUTIES
Donor and Partner Relations

Engage and support current and prospective container, pallet and hand carry partners including but not limited to individuals, hospitals, church mission groups, foreign and domestic NGO’s. Research and identify prospective partners. Cultivate new partner relationships with the CEO including providing letter of introduction to foreign visitors, educate and guide them through process of securing medical supplies and equipment, and work with SOS team to service partner needs.  Represent SOS at local mission conferences. 
Marketing and Development Support 
Supports marketing and development functions including: management of social media and web site, including regular postings; maintaining photo library and videos of SOS activities: writing newsletter content and sending monthly e-newsletters through Constant Contact; developing crowd-funding pages on Razoo or SOS web site; assist with annual appeal process and special donor campaigns; controls SOS databases and contact management system; works with CEO and Development Director on marketing material design, development and production.
Events Management

Supports the planning and execution of SOS events, including: SOS Tuesday Tours; international delegation programs; special volunteer projects; pre-container load parties; volunteer appreciation activities; special events; etc.
Volunteer Management

Supports the SOS Volunteer Program, including: managing volunteer software; reporting volunteer data; recruiting new volunteer groups that have a connection to SOS’s mission.
KNOWLEDGE AND SKILL REQUIREMENTS 

Understanding of client relationship management skills and practices

Understanding of cultural differences in Africa, South America and Asia

Working knowledge of Facebook; Twitter; Google+; YouTube; Instagram; other social media tools 

Familiar with WordPress or other web site platforms (basic CSS knowledge preferred)
Good writing skills and understanding of messaging and audience appropriate communications. 

Creative ability to promote organization

Working knowledge of data base and contact management systems like Excel and DonorPerfect

Strong record keeping abilities and ability to multi task; stay on project with multiple interruptions 

QUALIFICATIONS
Bachelor’s Degree

Good interpersonal skills
Demonstrated experience in social media, marketing and web site management 

Strong computer skills

Great organizational skills and attention to detail

Ability to work some nights and weekends – with opportunity to flex time during week

Passion for international affairs, humanitarian aid, environmental stewardship, global health
HOW TO APPLY
Please email (1) cover letter, (2) resume, (3) writing sample, (4) minimum of 3 references and (5) salary expectations, with “Program Coordinator Job Post” in subject line to:

Admin@SuppliesOverSeas.org
DEADLINE - The deadline to apply is May 10, 2017.
ABOUT SUPPLIES OVER SEAS - To learn more about Supplies Over Seas, visit:

Website

www.suppliesoverseas.org

Facebook Page
https://www.facebook.com/SuppliesOverSeas
Supplies Over Seas is an Equal Opportunity Employer


