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Community Outreach Specialist/Coordinator (Full-Time)
Position Description-Classified

SUMMARY

The Community Media Outreach Specialist/Coordinator works under the direction of the Director of the
Medina County Veterans Service Office (MCVSO). This is a front office, public-facing position responsible
for planning, producing, and supervising all media, communications, and outreach activities that represent
the Medina County Veterans Service Office. They are MCVSO’s front-facing communications and
outreach lead, responsible for all media, public engagement, holistic programming, and volunteer
coordination, while also serving as a secondary support to the Intake/Reception office.

***In Accordance with the Ohio Revised Code Title 59 the applicant must be a veteran or, if a qualified
veteran is not available, the spouse, surviving spouse, child, or parent of a veteran.

PRINCIPLE DUTIES AND RESPONSIBILITIES:
1. Media, Communications, and Public Information
+ Develop, write, design, and publish newsletters, press releases, brochures, flyers, and
other communication materials.
*+ Manage and maintain all MCVSO social media platforms, ensuring timely, accurate,
and mission-aligned content.
» Ensure brand consistency, clarity, and compliance with county and state
communication standards.
+ Serve as the primary point of contact for media inquiries and public information
requests.
* Maintain communication channels with veterans, families, partner agencies, and the
general public.
2. Outreach Coordination and Event Management
+ Plan, organize, and supervise all outreach events, workshops, and community
engagement activities.
» Coordinate logistics, scheduling, promotion, and on-site execution of events.
* Develop and maintain partnerships with community organizations, veteran groups, and
service providers.
+ Track outreach metrics, attendance, and program outcomes for reporting and
evaluation.
3. Holistic Wellness Programming
+ Coordinate and support holistic wellness programs such as yoga, tai chi, expressive
arts, peer support groups, and other veteran-focused activities.
* Recruit and manage instructors, facilitators, and partner organizations.
+ Ensure programs are accessible, inclusive, and aligned with MCVSQO’s mission of
veteran wellness.
4. Volunteer Recruitment and Program Development
* Recruit, train, and supervise volunteers and community partners participating in
veterans’ programs.
+ Develop volunteer roles, schedules, and engagement strategies.
* Maintain volunteer records, training documentation, and compliance with county
policies.
* Provide leadership and oversight for all volunteer-driven outreach initiatives.
5. Front Office and Intake Support (Secondary Duties)
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» Serve as a back-up/assistant to the Intake/Reception office as needed.

* Provide customer service, initial client intake, and administrative support.

» Assist with front desk operations to ensure smooth daily functioning of the office.

* Maintain confidentiality and professionalism in all client interactions.Is familiar with and
functions in accordance with the classification specifications and agency policies and
procedures.

* Presents self in a professional and culturally sensitive manner to co-workers, staff,
other agency personnel and the public.

»  Control correspondences; Returns phone calls and correspondence in a timely manner,
adhering to agency policy and time frames.

» Has general knowledge of the co-workers’ functions in-order communicate with the
appropriate department.

* Prepares reports and types letters as needed.

* Maintains database needed for reports and division statistics.

» Ability to accurately key a minimum of 40 words per minute.

*  Excellent computer keyboard and database entry skills with a strong working knowledge
of Microsoft Word, Excel, PowerPoint, MUNIS etc.

» Ability to operate a variety of office equipment including, but not limited to, Xerox
machines, fax machines, calculator, telephone, etc.

» Attends required meetings and training.

* Meets all job safety requirements and all applicable OSHA safety standards that pertain to
job duties

» Performs other duties as assigned.

ASSISTS WITH THE FOLLOWING:

1. Plans, coordinates and manages outreach and public relations and programing for the office.
Prepares flyers and correspondence directly related to outreach, including marketing material and
newsletter.

2. Researches, reads and analyzes new material relevant to service programs and develops plans for
the efficient and effective implementation and continuation of service within the office.

3. Performs administrative functions as necessary.

ROLE IMPACT:

This position is central to how the MCVSO communicates, connects, and serves the veterans of Medina
County. It blends creativity, community engagement, program development, and public service — ensuring
veterans receive clear information, meaningful opportunities, and a welcoming connection to their county’s
support system.

“Nothing in this job description restricts management's right to assign or reassign duties and
responsibilities to this job at any time. This job description does not constitute a written or implied contract
of employment.”

Department Director: Date:
Appointing Authority: Date:




KNOWLEDGE, SKILLS, ABILITIES

PRINCIPLE DUTIES

Knowledge | 1) Knowledge of federal, state, and county veteran Deliver benefit briefings; conduct needs
benefits, including eligibility, application processes, assessments; connect veterans to
and referral pathways. appropriate services; represent the office

2) Knowledge of community resources, nonprofit at outreach events.
organizations, social service agencies, and Build and maintain partnerships;
veteran-serving partners. coordinate joint outreach initiatives; refer

3) Knowledge of outreach strategies, public veterans to external agencies.
engagement methods, and best practices for Conduct community outreach; tailor
community-based programming. messaging to diverse audiences; support

4) Knowledge of event planning principles, including wellness and engagement programming.
logistics, scheduling, budgeting, and vendor Plan and execute outreach events,
coordination. workshops, and wellness programs;

5) Knowledge of data collection and reporting, coordinate venues, schedules, materials,
including tracking participation, outcomes, and and registration.
engagement metrics. Create outreach materials, social media

6) Knowledge of marketing and communications, posts, flyers, and announcements;
including social media, public messaging, and maintain consistent branding across
audience-specific outreach. platforms.

7) Knowledge of confidentiality standards, ethical Track outreach participation; prepare
practices, and professional conduct when reports; maintain accurate records of
working with veterans and families. events, contacts, and engagement

outcomes.

Skills 1)  Skill in communication — clear, empathetic, Present benefit information; communicate with
audience-appropriate verbal and written veterans and partners; prepare reports; create
communication. public-facing outreach materials.

2) Skillin public speaking and presentation, including Deliver briefings; represent the office at
delivering benefit briefings, program overviews, and community events; speak at meetings, fairs,
community updates. and forums.

3)  Skill in relationship-building, including developing Develop partnerships; coordinate joint events;
partnerships with agencies, nonprofits, and community work with internal staff and external
stakeholders. stakeholders.

4)  Skill in event coordination, from concept to execution Organize outreach events; manage logistics;
(logistics, promotion, registration, follow-up). support wellness programming; oversee

5)  Skill in social media and digital outreach, including multiple concurrent projects.

6) creating engaging posts, graphics, and Manage social media outreach; design flyers
announcements. and announcements; support digital

7)  Skillin interviewing and needs assessment, identifying engagement strategies.
veteran needs and connecting them to appropriate Conduct basic assessments; identify veteran
services. needs; refer veterans to appropriate services

8)  Skill in problem-solving, especially in dynamic or or staff.
fast-paced outreach environments. Balance multiple outreach activities, events,

9)  Skill in time management, prioritizing multiple outreach and deadlines; manage scheduling and
activities, events, and deadlines. logistics.

10) Skill in using office software, case-management

systems, CRM tools, and communication platforms.




Ability

1)

2)

3)

4)

5)

6)

7

8)

9)

Ability to engage diverse veteran populations, including
younger veterans, older adults, caregivers, and
underserved groups.

Ability to represent the organization professionally at
public events, meetings, and community forums.
Ability to translate complex benefit information into
clear, accessible language for the public.

Ability to work independently, making sound decisions
during outreach activities and events.

Ability to collaborate effectively with internal staff,
external partners, and volunteers.

Ability to manage multiple projects, outreach
campaigns, and events simultaneously.

Ability to collect, analyze, and report outreach data,
supporting program evaluation and continuous
improvement.

Ability to adapt outreach strategies, adjusting
approaches based on audience, location, or emerging
needs.

Ability to maintain confidentiality, handle sensitive

information, and build trust with veterans and families.

Conduct outreach to younger veterans, older
adults, underserved groups, caregivers, and
families.

Explain benefits in accessible language;
create clear outreach materials; present
information to varied audiences.

Coordinate events; manage outreach
activities; collaborate with staff and partners;
support special projects.

Oversee several outreach initiatives
simultaneously; coordinate events and
communications; track engagement data.
Conduct needs assessments; support
case-management staff; interact with veterans
and families professionally.

Prepare outreach impact reports; track
participation; support program evaluation and

improvement.

Qualifications

Any combination of experience and training that would provide the required knowledge and abilities is

qualifying:

1.

4.
5

Minimum of two-year degree or equal experience but preferred undergraduate degree in
journalism, communications, graphic design, or a related field; or one to three years'
experience in a public relations and marketing preferred.

Experience in working with volunteer/volunteer programming preferred.

Proficiency in word processing, spreadsheet, presentation software, newsletter preparation,
Acrobat Design Software, familiarity with website updates, grammar, spelling and filing.

Valid Ohio Driver's license with clean driving record.

Proof of adequate insurance coverage.

Additional Requirements

apop

Must successfully undergo BCI background check
Successfully complete an alcohol and drug screening

Possess a valid Ohio Driver’s License

Provide proof of eligibility to work in the United States

COMPETENCIES/ ESSENTIAL FUNCTIONS / UNUSUAL WORKING CONDITIONS
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to

enable individuals with disabilities to perform the essential functions

. Ability to effectively present information and respond to questions from the public.
. Frequently required to talk or hear, stand, walk, use stairs, sit; use of hands and fingers to handle or

feel objects, tools, or controls; and reach with hands and arms.

. Specific vision abilities required by this job include close vision and the ability to adjust focus.
. Exposed to equipment generating heat and cold.




. Ability to read and comprehend simple instructions.
. Must occasionally lift and/or move up to 25 pounds.
. Ability to travel throughout the County of Medina and surrounding areas

MAJOR WORKER CHARACTERISTICS

. Operate and use modern office equipment.

. Strong computer skills including ability to update website, maintain and manage social media

. Ability to use whole numbers, understand systems and procedures.

. Ability to work independently.

. Maintain effective audio-visual discrimination and perception needed for making observations,
communicating with others, reading and writing, & operating assigned equipment.

. Write reports, business correspondence and procedure manuals

. Sufficient human relations skill to communicate standard information, to employ lines of inquiry, and
to maintain harmony in a work environment.

. Working knowledge of English grammar and composition business and/or legal formats, spelling,
arithmetic, filing, and record keeping.

. Time management techniques.

. Operate a personal computer.

. Regular and Predictable Attendance

. Ability to get along with others

DRUG FREE WORKPLACE POLICY
e The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance
or alcohol is prohibited in the workplace of County Government.
e Sanctions to be taken against employees for violation of this policy shall result in appropriate
personnel action, up to and including discharge and/ or as an alternative, requiring employee
participation, in an approved drug abuse assistance or rehabilitation program. These actions shall
be in accordance with the Medina County Commissioners and Veterans Service Commission’s
Personnel Policy Manual.
Medina County offers a competitive 'benefits and compensation package for full-time employees.
Employee benefits include the following:
+  Excellent Medical, Dental, Vision & Prescription Insurance options

Life Insurance and Short-Term Disability programs
No-cost Flex-spending Account (Section 125) Tax-Savings Plan
Paid holidays, vacation, and sick leave benefits
Excellent Ohio Pension/Retirement Plan (OPERS)
Employee Wellness Program

»  On-going professional training and development programs

» Deferred Compensation Plan options

*  Free Parking
e 40 hours per week; workday varies
e Salary $40,000 to $52,000 annually based on experience

Medina County Veterans Service Commission is an Equal Employment Employer. We consider
applicants for all positions without regards to race, color, national origin, sex, age, disability,
marital status, religion or any other legally protected status.
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