
PART-TIME MARKETING COORDINATOR 
The Chehalem Cultural Center in Newberg, Oregon, seeks a part-time Marketing Coordinator. 

ABOUT CHEHALEM CULTURAL CENTER 
The Chehalem Cultural Center celebrates the arts, community, education, and heritage.  The Center is 
located in a historic brick building that was originally the Central School, built in 1935 as part of the 
Depression era Works Progress Administration (WPA). It houses visual art galleries, a state-of-the-arts 
ceramic studio, multipurpose art studio classrooms, recording studio and music practice rooms, meeting 
rooms, a small theatre space, and a large 5,200 square foot grand ballroom appropriate for public and 
private events. Chehalem Cultural Center is an interdisciplinary and multicultural non-profit organization 
that strives to represent the diversity of our greater community.  It features rotating exhibitions, 
presentation of a variety of performing arts, festivals, and heritage art with a mission to inspire and enrich 
lives by connecting community and culture. For more information about Chehalem Cultural Center, please 
go to:  www.chehalemculturalcenter.org	

With world-class exhibition galleries, a state-of-the-arts ceramics studio, arts classrooms, music and 
recording studios, a black box theater and a grand ballroom, the Chehalem Cultural Center is an all-in-one 
arts and culture facility. Year round programming includes art and historical exhibitions, dynamic and 
colorful free cultural events, lectures and discussions, workshops and classes in various arts mediums for 
adults and children, and an array of live theater and music performances. 

POSITION OVERVIEW 
The Marketing Coordinator will provide supportive assistance in creating, implementing, and measuring 
the success of a comprehensive marketing program that expands the organization's visibility, enhances its 
public image, and increases its audience base. 

Responsibilities 
• Develop and execute an overall strategic marketing plan and budget in concert with the Executive 

Director and other staff 
• Create and maintain active press list 
• Secure and coordinate media interest and ensure regular contact with target media and appropriate 

response to media requests 
• Write and submit all press releases 
• Leverage and maintain a broad range of social media to increase the organization’s visibility and online 

presence  
• Assist with updating website content 
• In concert with other staff and graphic designer send out monthly newsletter 
• Utilize web analytics to determine impact of social media, newsletter distribution, and website 
• Compose and send out timely email blasts of upcoming events 
• Secure and manage media sponsorships and partnerships 
• Assist with marketing for special events as needed 
• Other responsibilities as requested 

Qualifications 
• Bachelors Degree 
• 2 years experience in marketing for a non-profit organization 
• Extensive experience developing, writing, and submitting press releases 

http://www.chehalemculturalcenter.org


• Experience in interfacing with print, radio, tv, and online media 
• Experience in developing comprehensive marking plans for non-profit organization and miscellaneous 

marketing collateral 
• Outstanding written, verbal, and interpersonal communication abilities 
• Excellent time management with ability to manage multiple projects under tight deadlines 
• Highly organized, self-motivated, detail-oriented, creative, and strategic 
• Excellent computer skills with high proficiency in Microsoft Office Suite, social media, and mail chimp; 

experience with Adobe Suite preferred but not required 
• Ability to gracefully take direction as needed 
• Positive with ability to work collaboratively and cooperatively with diversity of people, both internally 

and externally and to maintain a respectful, trusting and collaborative work environment 
• Integrity, sense of humor, self-directed 

Reports to: Director of Operations with direct interface with Executive Director, Development Director, 
Education Coordinator, and Arts and Public Programming Coordinator 

Salary: $15-17/hr DOE  

HOW TO APPLY 
Please submit application materials via email to kellie@chehalemculturalcenter.org which must include: 

1. Cover letter that addresses the following: Experiences with press releases, liaison work with the press, 
social media, and website platforms 

2. Resume 
3. A list of three references including name, title, and contact information (references will be contacted 

for finalists only) 
4. Three samples of press releases you have submitted 

Application Deadline: 
April 15, 2017 

Anticipated Start Date: 
May 15, 2017 

Incomplete applications may not be considered.


