
 
 

Communications Coordinator and Office Support 
 
Temple Beth-El in Northbrook, IL is a vibrant growing Reform synagogue who is seeking an 
experienced and personable Communications/Marketing Coordinator & Office Support to 
join our team.  Our ideal candidate is a creative, proactive self-starter with the ability to work 
independently as well as in a team-oriented, collaborative environment with both staff and 
volunteers. Excellent written and verbal communication skills are essential, as are 
organizational and project management skills 
 
The Communications/Marketing Coordinator & Office Support has experience creating 
marketing materials utilizing brand guidelines, experience with publishing software and 
computer savvy.   
 
Responsibilities:  

 Design and generate internal and external marketing materials including bi-monthly 
bulletins, flyers, promotional materials for all events/programs that align with brand 
standards 

 Create forms and registration materials for all programs, classes and events  

 Manage and maintain Temple’s website 

 Manage membership and prospect communications using Constant Contact, ShulCloud 
(an integrated synagogue management tool) and email 

 Develop and implement a timeline to communicate all events and programs 

 Design weekly service programs 

 Reach out to outside media when needed 

 Be part of the social media team to promote Temple Beth-El 

 Provide additional school support in the office when needed 

 Oversee all administrative tasks related to High Holidays 
 
Qualifications: 

 Degree in Marketing, Communications or related field and/or 3+ years of relevant 
experience.  

 Self-motivated 

 Ability to effectively communicate with various internal and external stakeholders and 
lay-leaders 

 Detail orientated, organized and skilled in multi-tasking 

 Ability to define, develop and follow timelines 

 Proficient in Microsoft office, including Outlook, Word, Excel and PowerPoint and 
Database Systems such as ShulCloud.  

 Familiarity with Canva, Affinity Publisher or Adobe Create suites.  

 Familiarity with Jewish holidays, life cycle events, and traditions will be very helpful in 
this role. 

 Be open to new ideas, methods and continuous learning, as well as willing to adapt 
quickly as needed. 

 
Salary based on experience 
 
To apply: Please email Janice Hadesman, Executive Director a resume and cover letter:  
                  jhadesman@templebeth-el.org  

mailto:jhadesman@templebeth-el.org

