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JOB ANNOUNCEMENT
Job Title: Posting Date: Serial No.:
Marketing Coordinator October 30, 2025 144-25
Department/Division: Closing Date: Announcement No.:
Human & Social Services/ Child Care November 13, 2025 | 144-25
rs Posting Type:
Type of Position: . Pay Grade and Salary Range:
, Employment Opportunity/
P -1 f - ,419p.q.
ermanent Appointment Open to the Public GS-11/517,419 - $42,419p.a

General Description:

Administrator for all Child Care Public Relations/Social Marketing activities including coordinating
the layout and development of a newsletter/newspaper (electronic and print version), all
documentation development for all media outlets including radio, print, public broadcasting, and
website development and promotion.

Key Duties and Responsibilities:
» Manages Child Care website and post Day Care notices and events.
» Manages Child Care Facebook Page.
> Assist with training/education and provide technical assistance to trainers for the Child
Care staff.
» Share messages from other Child Care Office and/or the Day Care Facilities.
» Manages and coordinates all outreach and media strategies utilizing social marketing
skills and public health communications for the general public.
» Supervises outreach teams when conducting outreach activities for recruitment and
promotion; outreach to ethnic communities; Day care for the general public.
File sign sheet from outreach campaign.
Refer new clients to the Client Services Unit for Day Care Services.
Forward inbox messages received on Facebook to Branch Manager that pertains to their
unit.
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Ensures close coordination with key personnel of Child Care to collect content
information, develop community articles of interests and coordinate layouts for
dissemination of Child Care Information to media outlets.

Serves as primary period of contact for all media outreaches.

Assist key personnel of Child Care in developing promotional materials, designing flyers
targeting Day Care clients.

Assist Client Services Unit if needed.

Perform other job-related duties as assigned.

Knowledge, Skills, and Ability:
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Good reading and writing skills.

Good communication skills.

Computer literate in Microsoft Word and Excel.

Develop and implement outreach and media strategies and activities.

Developing and designing promotion materials.

Coordinating services and collaborating with external partners and managing projects
and tracking and resolving project-related issues.

Academic and Experience Requirements:

>

>

Applicant must have a master’s degree from an accredited university or college plus two
(2) years of work experience.

OR a bachelor’s degree from an accredited university or college plus three (3) years of
work experience and two (2) years of supervisory.

Years of progressively responsible working experience may be substituted for a portion
of the academic requirement.

Salary will be adjusted according to experience.

Complete information concerning this vacancy may be obtained from the Personnel Division
of the Department of Human Resources, or please contact the Recruitment unit at 633-

4485/633-4000.
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