
 

 
Announcement for Part-Time Position: 

Institutional Advancement Communications Coordinator & Event 

Planner 

Position Description:  The Communications Coordinator/Event Planner 

works with the VP of Institutional Advancement to develop and implement 

communications strategies with Mid-Atlantic’s key constituencies 

(students/families, alumni, churches, community supporters, funders, 

prospective funders, and board members). The Coordinator’s primary 

responsibilities are in marketing and communications in an effort to promote 

a positive public image among MACU’s various audiences and advance donor 

and community relations. This position is responsible for coordinating 

organization-wide design, message, and content generation, including 

electronic and print communications.  This position reports to the Vice 

President for Institutional Advancement. 

MINIMUM QUALIFICATIONS:  A committed Christian with a desire to 

support Christian Higher Education. An Associate’s Degree or one – two 

years experience in a similar field.  Have the ability to coordinate complex 

tasks.  Have the ability to type fifty (50) words per minute.  Proficient in the 

use of PowerPoint, Excel, and Microsoft Word.  Have thorough knowledge of 

spelling, punctuation and grammar.  Ability to handle multiple tasks in a 

variety of areas.  

PREFERRED QUALIFICATIONS:  A Bachelor’s degree, preferably in 

communications or marketing.  One – two years of experience in a similar 

field. Excellent written and verbal skills.  Creative thinking and problem 

solving skills.  Familiarity with Black baud (Raiser’s Edge) and Microsoft 

Office.  Must be able to work as part of a team to promote alumni and 

community relations.  Must have exceptional interpersonal relationship skills. 

 PHYSICAL REQUIREMENTS: - Ability to lift objects under 25 pounds 

including using the upper body to raise objects from a lower position to a 

higher position; ability to reach including extending the arm and hand; 



ability to stand for short or extended periods of time; ability to engage in 

repetitive motions including finger dexterity; ability to speak, hear and see. 

Ability to crouch, climb and walk stairs.  

Responsibilities:    

 Create and manage an organization-wide communications calendar 
 Collaborate with others in the organization to achieve brand 

consistency, coordination of messages, and the highest standards for 
external communications 

 Oversee the creation, production and dissemination of printed 
publications (such as Mid-Atlantic Messenger, Annual Report, 

brochures, Capital Campaign, postcards and special mailings) 
 Manage the creation and selection of photography for print and 

electronic communications 

 Create and coordinate production schedules and maintain ongoing 
relationships with graphic designers, mail houses, printers and 

photographers 
 Create and manage budget related to publications and communications 

 Collaboratively manage and update Advancement web-content; 
responsible for content-related protocols to keep web site up-to-date 

 Create and manage Constant Contact communications and database 
 Manage alumni and university social media outlets 

 Write and distribute press releases 
 Support the organization with planning and implementing fundraising 

events (i.e. MAS Gala, Golf Tournament) including securing donations 
and sponsorships 

 Support the organization with planning and implementing alumni and 
community relations events 

 Support the university by attending community and alumni events as 

an official representative  
 Support the VPIA by coordinating and scheduling travel and 

appointments needed for furthering institutional advancement 
 Supports the VPIA in coordinating and implementing professional 

education seminars for alumni and ministers 
 Support the VPIA to promote and schedule Financial Planning Ministry 

(estate planning) seminars with individuals and congregations 
 Perform other duties as assigned. 

 

Application Process:  

Send (1) a letter of application, (2) resume’, (3) reference list, and, (4) 

salary expectations. All materials may be sent to Vice President J.W. 

Maurice, Mid-Atlantic Christian University, 715 N. Poindexter Street, 



Elizabeth City, NC 27909. Materials may also be sent via email: 

advancement@macuniversity.edu 

The application process remains open until the position is filled. To learn 

more about Mid-Atlantic Christian University, visit the web site at 

www.macuniversity.edu.  

 

Mid-Atlantic Christian University, a private, faith based, four year university, is committed to equality of educational opportunity and 
will not discriminate against applicants, students, or employees on the basis of race, color, national or ethnic origin, gender, age, 
disability, or prior military service. Federal guidelines (Sections 702-703 of Title VII of the 1964 Civil Rights Act) clearly recognize the 
right of church related institutions to seek personnel who will support the goals of the institution. Being a student or employee at Mid-
Atlantic Christian University requires a commitment and lifestyle consistent with the institution's mission and values.  
Mid-Atlantic Christian University is accredited by: The Commission on Colleges of the Southern Association of Colleges and 
Schools (SACS) to award certificates, associate and baccalaureate degrees. 


