Mission Possible	419-422-3364	office@ourmissionispossible.org
Job Description
Sponsorship & Communication Coordinator

Time Requirement:
· 40 hours per week
· This is an in-office position, with potential for future flexibility
· Reports to the President of Mission Possible

Specific Duties:
Student Sponsorship Coordinator
· School and Sponsorship Data
· Create registration sheets and sending them to the field (on Haiti side)
· Entering information from registration sheets into the database
· Identifying sponsors who need new students and assigning them replacements 
· Organizing and editing student pictures from the field
· Printing and sending sponsors updated photos of their students
· Mailing future donation reminders and past due notices to sponsors 
· Connect new sponsor with student, class or school
· Providing student profiles for fundraising

· Promotion of Student Sponsorship
· Engage sponsors/donors in the lives of the students in Haiti and the DR
· Plan and execute sponsorship campaigns, coordinating logistics, and follow-up.
· Identify and execute ideas for increasing the total number of students sponsored
· Coordinate engagement with mission teams to promote sponsorship opportunities
Communication
· Coordinates the overall Mission Possible communication plan and delivery
· Help maintain CRM
· Gathers ministry stories and content for publication
· Social media
· Facebook
· Instagram
· Tik Tok
· YouTube channel
· Website content
· Podcast coordination
· Newsletters, brochures and other print publications
· Acquiring pictures and videos to use in various communication and marketing efforts
· Receive ongoing communication from the field concerning school and student activities
· Work with President on monthly receipt letter with current ministry updates
· Develop monthly Prayer Briefing email
Works closely with other office staff on Fundraising Opportunities and Donor Care
