
COMMUNICATIONS OFFICER 
 

REPORTS TO: Director of Development 
 
JOB PURPOSE 
 
The Communications Officer is responsible for implementing the communications, marketing and public 
relations functions of the Midland Area Community Foundation (MACF) and its affiliates. This staff 
member helps to communicate the story of MACF to key audiences in the Midland, Gladwin and Clare 
County areas, and to provide communications, marketing and public relations support for all 
Foundation activities. Supports the growth and development of the Foundation. 
 
PRIMARY RESPONSIBILITIES 
 
1. Produce press releases for local media and follow-up with reporters.   
2. Seek opportunities to promote MACF and its affiliates through various media outlets. 
3. Provide media and public relations support to MACF and its affiliates, initiatives and other projects 

as needed.  
4. Participate in ongoing development and refinement of communications plan.  Oversee 

implementation of that plan including annual development of budget. 
5. Manage implementation of advertising plans in consultation with Director of Development. 
6. Produce electronic and print materials to support fund development, grant making, scholarships, 

projects and other initiatives.   
7. Generate and update Web site content, Facebook, Instagram, LinkedIn and other social media 

sites.  
8. Develop Annual Report, MACF Connect newsletters, electronic and other print publications. 
9. Assist with development and distribution of Annual Appeal package and other campaigns as 

appropriate. 
10. Review and proof outgoing communication pieces for consistency and accuracy. 
11. Generate electronic information intake forms for greater efficiency. 
12. Support Foundation events and activities, including development of publications, invites, agenda, 

speeches, photography, and on-site event assistance. 
13. Performs other duties as assigned by Director of Development.  
 
KNOWLEDGE, SKILLS, ABILITIES AND CHARACTERISTICS REQUIRED 
 
1. Bachelor’s degree in marketing, communications, public relations or related field. 
2. 2-5 years of prior communications experience. 
3. Highly developed oral, written and interpersonal communication skills; media relations experience 

preferred.   
4. Advanced computer skills, including proficiency in word processing and data base management, as 

well as graphics/publishing/photography software/Web site development. 
5. Self-starter, able to work with minimum supervision. 
6. Outstanding organizational skills, ability to plan and prioritize projects in order to meet multiple 

demands of Foundation. 
7. Detail-oriented. 
8. Willing to learn new information/techniques to flexibly deal with changing demands. 
9. Additional expectations include professional attitude, team player, follow-through, attendance, 

organizational loyalty and confidentiality. 
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