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DEPARTMENT/DIVISION Communications & Marketing; Office of Communications 

and Engagement  

REPORTS TO Director, Communications & Marketing 

EMPLOYMENT STATUS Full-time 

FLSA STATUS Exempt  

DATE January 2019 

 

ORGANIZATIONAL OVERVIEW 
United Way of the Mid-South is a multi-million-dollar non-profit, public charitable 

foundation that mobilizes financial and human resources, across 8-counties, to meet 

critical needs and to help ensure that hundreds of thousands of Mid-Southerners can 

achieve their highest potential. We support high-performing nonprofit agencies that are 

on the front lines fighting to decrease poverty in our community by addressing the 

essential building blocks for success – education, financial stability, and health – while 

maintaining vital safety net services in food, shelter, and safety for individuals facing 

crisis situations. By joining United Way of the Mid-South, you are uniting with a team that 

is moving the needle on poverty and making our community a place where everyone 

can thrive. 
 

POSITION OVERVIEW  
Under the direction and guidance of the Director, Communications & Marketing, the 

Associate, Communications & Media Engagement becomes a subject matter expert 

on United Way of the Mid-South’s (UWMS) mission and work, engaging donors and 

consumer audiences through storytelling and enhancing the development of our 

communications platforms, strategy, and process. 

 

The Associate develops content for all consumer- and corporate-facing channels, 

platforms, and events, and provides copywriting for internal teams.  The Associate will 

help execute on strategies and tactics outlined by the marketing plans and 

editorial/communications calendar with a strong focus on copywriting, messaging and 

content strategy. 

 

As a member of the Communications & Marketing team, the successful candidate 

must be an excellent communicator, comfortable in an "all hands on deck" 
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environment, be able to operate and coordinate across multiple teams, and thrive in a 

fast-paced environment. 

 

PRIMARY DUTIES AND RESPONSIBILITIES  

COMMUNICATIONS: 
 Develops a deep understanding of the organization’s mission and impact work 

(including UW’s work in poverty, education, health, financial stability, etc.). 
 Works closely with key internal and external stakeholders to create compelling 

content that inspires donors and consumer audiences, and showcases our 

community impact work. 
 Assists with the development of marketing plans for UWMS both organizationally and 

for specific UW programs, initiatives, and campaigns. 
 Collaborates with Manager, Creative Services in accordance with UWMS branding 

standards.  
 Assists with the development of copy for collateral materials including, but not 

limited to, brochures, displays, flyers, newsletter, blog entries, event collateral, 

annual reports, direct mail, web pages, and presentations. 
 Plans & executes e-Newsletters, manages mailing list, and collects /creates content. 
 Edits copy and provides content feedback for the Communications & Marketing 

team. 
 Executes direct mail, donor cultivation and online solicitation campaigns targeting 

individual giving. 
 

MEDIA ENGAGEMENT:  
 Writes articles, public relations-related pieces, and media releases to publicize 

UWMS accomplishments & ongoing programs, and to generate additional support 

for UWMS. 
 Develops pitches tailored to reporters/media outlets. 
 Maintains regular contact with reporters/media outlets to develop relationships to 

secure placement in publications; positions UWMS and UWMS employees as subject-

matter experts. 
 Maintains archives of published content featuring UWMS and/or UWMS employees. 
 Regularly connects with stakeholders, subject matter experts, and clients for the 

creation of content, provides ideas for news stories to the Director, Communications 

& Marketing for departmental projects. 
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DIGITAL CHANNELS: 
 Leverages social media best practices and learnings in the creation of content for 

UWMS social media channels by developing a digital channel strategy that includes 

analytics and metrics. 
 Supports digital engagement programs with rich media content including graphics, 

photos, and videos; as well as posting activities on channels including Facebook, 

LinkedIn, Instagram, Twitter, Slide Share, Vimeo, YouTube and other interactive social 

media tools and platforms. 
 

PHOTOGRAPHY AND VIDEOGRAPHY: 
 Supports the team throughout the production process which may include finding 

and interviewing subjects and presenting to management and other constituents. 
 Assists in developing interview questions and storyboards. 
 

QUALIFICATIONS 
 Bachelor’s degree in English, marketing, journalism, communications or related field 

or equivalent experience required; fundraising and project management 

experience a plus. 

 Minimum 3 years of related experience in marketing, PR, social media, content 

development, or advertising. 

 Interest in local and state current events, politics and issues is a plus. 

 Exceptional writing skills, including the ability to write compellingly for a wide range 

of marketing & communications needs, occasions and styles. 

 Ability to quickly gain expert fluency on all aspects of the organization’s activities 

and priorities, and to maintain knowledge of our community impact work, current 

events, politics and world events. 

 Ability to execute concise, impactful business writing to meet the styles of respective 

donors. 

 Ability to translate complicated subject matters, such as policy and advocacy work, 

into simple, compelling and clear communications. 

 Ability to write in a natural, conversational style is essential, as is having the knack to 

capture the "voice" and "style" of different executives. 

 Enthusiastic team player with the flexibility to re-prioritize, multi-task and switch tasks 

fluidly. 

 Positive, can-do attitude with the ability to hit the ground running. 

 Ability to work independently, troubleshoot and work in a fast-moving, multi-tasking 

environment with numerous deadlines. 
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 Superior knowledge of Microsoft Office (Word, Outlook, PowerPoint and Excel) is 

essential. 
 

PHYSICAL REQUIREMENTS 
While performing the duties of this job, the employee is regularly required to sit, talk 

and/or hear.  The employee is frequently required to use finger and hand motion and 

occasionally to stand, walk and reach with hands and arms.  The employee must 

frequently lift and/or move up to 30 pounds and occasionally carry, lift, setup and/or 

move up to 40 pounds.  There may be additional physical requirements associated with 

volunteer events.  Specific vision abilities required by this job include close vision, 

distance vision, depth perception and ability to adjust focus. 

 

WORKING CONDITIONS 
United Way of the Mid-South is an equal opportunity employer and does not 

discriminate against any person because of race, color, creed, religion, sex, national 

origin, disability, age, genetic information or any other characteristic protected by law. 

This nondiscrimination policy extends to all terms, conditions and privileges of 

employment as well as the use of all company facilities, participation in all company-

sponsored activities, and all employment actions. United Way of the Mid-South will 

make reasonable accommodations for qualified individuals with known disabilities 

unless doing so would result in an undue hardship. 

 

Flexible hours are required as job duties demand.  Must have a valid Driver’s License, 

car insurance, and reliable transportation.  Must have personal cell phone to 

communicate outside of the office. 

 

OTHER DUTIES 
Please note this job description is not designed to cover or contain a comprehensive 

listing of activities, duties or responsibilities that are required of the employee for this 

position.  Other duties, responsibilities and activities may change or be assigned at any 

time with or without notice. 
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FUNCTIONAL COMPETENCIES  
 Communication planning:  Ability to effectively develop communications, marketing 

and media plans for projects and events 

 Conduct research to measure program impact:  Develop benchmarks to track the 

progress of communications efforts 

 Visual communication (writing and production for multimedia, photography, 

graphic design and publication management):  Ability to align written 

communications with visual assets that will extend the reach of our narrative.  

 Work independently and with others (outside the work unit, i.e., agencies, vendors, 

freelancers):  Ability to take the initiative to work alone effectively, but also 

collaborate with teams to get the overall job done.  

 Writing and editing:  Excellent writing abilities and editing to ensure quality 

communications product development  

 

 

UNITED WAY CORE COMPETENCIES  

● Mission-Focused:  Catalyze others’ commitment to mission to create real social 

change that leads to better lives and healthier communities.  This drives their 

performance and professional motivations. 

● Relationship-Oriented:  Understands that people come before process and is astute 

in cultivating and managing relationships toward a common goal. 

● Collaborator:  Understands the roles and contributions of all sectors of the 

community and can mobilize resources (financial and human) through meaningful 

engagement. 

● Results-Driven:  Dedicated to shared and measurable goals for the common good; 

creating, resourcing, scaling, and leveraging strategies and innovations for broad 

investment and impact. 

● Brand Steward:  Steward of the brand and understands his/her role in growing and 

protecting the reputation and results of the greater network. 

 

 

APPLICATION PROCESS 

Qualified applicants should send cover letter, resume, 3-5 applicable pieces of work to 

demonstrate ability to perform job, and three references (with phone numbers) to the 

attention of careers@uwmidsouth.org. Please be sure to reference the position for 

which you are applying in the subject line of your correspondence. For more 

mailto:careers@uwmidsouth.org
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information about United Way of the Mid-South, please visit us online at 

www.uwmidsouth.org. 

 

 

 

http://www.uwmidsouth.org/

