Jewish Community Council of West Rogers Park
JOB DESCRIPTION
Position: Outreach Coordinator
Reports To: Executive Director
JCCWRP is an organization of neighborhood residents and Jewish community leaders who care deeply about the past, the present, and the future of West Rogers Park. We aim to promote and encourage commercial, cultural and residential development designed to sustain a thriving community for generations to come.
During the last year and a half since JCCWRP was reconstituted we have been hard at work recruiting leadership and appointing a board and committee structure.  We have developed a series of priorities focused upon upgrading our commercial streets by improving the look of existing businesses and recruiting new ones; removing blight; advocating for a new public library; enhancing our parks; establishing links with citywide resources that can benefit WRP; reaching out to the arts community for programming in storefronts; and building a network of connections with other ethnic and religious groups living in WRP.  The only way to maintain the momentum and to build upon our achievements to date is for us to add staff capacity.
The following is a list of major duties and responsibilities for a proposed  outreach coordinator position along with certain supportive duties. It is not all-inclusive. Other duties and responsibilities may be added as needed.
·         Serve as a liaison with city official’s staff members
·         Organize meetings, events and programs, and take minutes
·         Maintain databases and contact records
·         Coordinate website updates and create marketing materials
·         Assist with business recruitment, and serve as a business services liaison
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·         Bachelor’s degree preferred
·         Experience with planning and managing events
·         Strong written and verbal communications skills
·         Proven ability to handle multiple projects at once
·         Ability to provide excellent customer service and be a team player
·         Must be a self-starter, detail oriented and reliable business professional
·         Experience working with diverse groups of partners, volunteers and stakeholders
·         Tech savvy
 
Salary Range: Commensurate based on experience. Qualified applicants should e-mail resume to Shalom Klein – sklein@gowrp.org
