
 

 

Position: Community Engagement Coordinator  Full-time 

Reports to: Executive Director 

Position Summary:  

The Community Engagement Coordinator reports to the Executive Director and is 
responsible for implementing strategic membership and corporate membership plans 

contributing to the efforts to meet the annual and long-term financial needs of Thelma 
Sadoff Center for the Arts.  

Duties include recruitment and retention of individual and corporate membership, 
coordination of member events, benefits, and acknowledgements. Maintain member 
database. Responsible for growth and development of membership and membership 

engagement. Produce monthly member e-newsletter  THELMA Access.  

The ideal candidate will be a highly organized individual who supports and understands 
mission of enriching our community through the arts. Candidates with 

demonstrated experience preferred. Successful candidates will be able to self-manage and 
work independently on several projects simultaneously in a fast-paced, high performance 

environment. Superior written communication skills are essential. 

Additional Qualifications:   

Bachelor  Degree required.  

Must be able to anticipate project needs, discern work priorities, and meet deadlines with 

little supervision, and must be willing to work flexible schedule, including evenings and 
weekends.  

Demonstrated accountability in project ownership and solution-oriented work approach. 

Excellent interpersonal skills including the ability to build rapport both in person, via email 

and by phone, with high professionalism. 

Detail-oriented, organized and able to manage multiple priorities. 

Excellent communication skills, including writing and verbal communication. 

Ability to manage multiple projects and work assignments from a variety of constituents. 

Ability to work effectively under pressure and with deadlines. 

Common sense and a sense of humor are a must. 



Proficient in Microsoft Office, including Excel, with ability to easily learn other programs.  

 

Compensation based on experience. 
Benefits include health and dental insurance, vacation, and wellness program. 

 

How to Apply: Please email a formal cover letter and resume to Jacqui Corsi, Executive 
Director, at jacqui@thelmaarts.org with the subject line Community Engagement 

Coordinator Position. 

 

mailto:jacqui@thelmaarts.org
mailto:jacqui@thelmaarts.org

