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Position Description

TITLE: EXTERNAL RELATIONS & OFFICE COORDINATOR
WORKING HOURS: Full-Time | 8:00 AM – 5:00 PM
REPORTS TO: Director of External Relations
CLASSIFICATION: Salary | Exempt

Summary: The External Relations & Office Coordinator serves as CFNEA’s primary front-facing contact for visitors and inquiries while supporting the Director of External Relations with communications, projects, and daily operations. This role is best suited for a detail-oriented, task-driven professional with experience in administrative support, hospitality, or communications who excels at organizing information, preparing content, and executing tasks accurately. Strong computer skills are preferred. This position supports initiatives under the direction of the Director of External Relations and reports directly to the Director of External Relations. All materials and communications require Director approval prior to release. Candidates must reside within 30 minutes of the CFNEA office.
Responsibilities
· Demonstrate a strong commitment to advancing and expanding philanthropic impact throughout Northeast Alabama.
· Contribute to a collaborative team environment while maintaining accountability for assigned responsibilities.
· Communicate proactively with the Director regarding task status, questions, and completed deliverables independently.
· Maintain a professional, welcoming presence at all times as a representative of the Foundation.
Front Desk & Visitor Experience
· Welcome and direct visitors, donors, and community partners in a warm, professional manner.
· Manage incoming calls, emails, and general inquiries, ensuring prompt routing and response.
· Maintain a clean and organized front desk and lobby, keeping Foundation materials stocked and current.
· Manage visitor logs, front desk calendars, and the distribution of incoming mail and deliveries.
Communications & Marketing
· Assist in developing and strategizing external communications — website content, social media, newsletters, and promotional materials — for Director review and approval prior to release.
· Support the brainstorming and building of content ideas and drafts in collaboration with the Director.
· Maintain content calendars, distribution lists, and project tracking logs.
· Prepare materials and follow-up communications to support donor and community partner relationships.


Event Coordination
· Assist with event logistics including scheduling, venues, vendors, catering, supplies, and office space reservations for meetings and events. This includes post-event duties.
· Develop and maintain event timelines, checklists, and run-of-show documents for Director review.
· Support on-site event setup and breakdown, including arranging furniture, equipment, and materials; must be able to lift up to 20 pounds and work beyond regular hours when events require.
Technology, Board & Operations Support
· Provide day-to-day technology support — troubleshooting, onboarding assistance, and vendor coordination.
· Assist in preparing and distributing board and committee meeting materials, agendas, and digital portal content per Director guidance.
· Maintain organized records for events, communications, and technology assets in accordance with Foundation policies.
· Track active project status and proactively communicate progress, deadlines, and results the Director.
Qualifications
Education: Associate’s degree required; Bachelor’s degree preferred in Marketing, Communications, Hospitality Management, Business, or a related field.

Experience:
• Marketing, communications, or digital content creation — social media, copywriting, or content scheduling.
• Event coordination, hospitality, or restaurant/food service in a fast-paced, customer-facing environment.
• Front desk, reception, or administrative support; experience supporting a multi-member team.

Skills and Abilities:
• Strong task management and follow-through skills, with the ability to reliably handle multiple priorities under Director supervision. 
• Warm, professional presence suited for public-contact and front-facing work.
• Strong written and verbal communication skills, including proofreading.
• Proficient in Microsoft Office Suite, social media platforms, and adaptability to new digital tools.
• Sound judgment, discretion, and confidentiality.
• Sound judgment, discretion, and model CFNEA values

Other Duties
This position description is not intended to be all-inclusive. The External Relations Specialist & Front Desk Coordinator may perform other duties as assigned to meet organizational needs.
We're an equal opportunity employer. All applicants will be considered for employment without attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran or disability status.
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