Job Description for Part Time Marketing Project Coordinator

Temple Beth Hillel – Beth El

Temple Beth Hillel – Beth El is a vibrant Conservative Synagogue in the Main Line suburbs of Philadelphia. The Marketing Project Coordinator will be the staff member developing and coordinating the newsletter, program booklets and publications of the synagogue. The position requires excellent communications, graphic arts, computer, writing, and organizational skills and will report directly to the Assistant Executive Director.  The coordinator will work closely with clergy and staff members, synagogue officers, committee chairs, and volunteers. Responsibilities will include but not be limited to the following:
1. Synagogue and School Publicity and Public Relations

A. Help to implement overall synagogue publicity and public relations program

B. Develop publication of synagogue brochures and program booklets including membership, programmatic, fund raising, and educational publications

2. Temple Beth Hillel – Beth El Monthly Pharisee Newsletter
A. Develop annual schedule of Pharisee articles and photographs

B. Coordinate collection of articles for the monthly newsletter ensuring complete coverage of all synagogue events

C. Work closely with lay editor, printer, and mail house for timely distribution
D. Ensure timely website posting of the publication

3. Other Duties

A. Assist the office staff in answering phones and welcoming people to the building. 

B. Assist at programs and events as assigned. 

C. Provide support for other marketing and communication initiatives as needed.  

The position hours are flexible and vary based on the projects that are taking place. The position averages between 10 – 20 hours a week during the school year and approximately 10 hours a week during the summer months. 

Apply by sending a resume and cover letter to Ken Krivitzky at kkrivitzky@tbhbe.org

