
Position Description 
 

 
 
Alpha Sigma Alpha Employment Position Description - Communications & Graphic Design Coordinator 
 
The communications & graphic design coordinator is integral in building affinity for Alpha Sigma Alpha 
through innovative and intentional approaches to organizational communication and graphic design. 
Working closely with the director of communications & marketing, the communications & graphic design 
coordinator is committed to maintaining brand integrity and congruence throughout the organization 
through strategic and purposeful marketing and communications.  
 
Primary Responsibilities 
 Maintain visual consistency of the Alpha Sigma Alpha brand throughout all mediums 

 Conceptualize and create promotional materials for events, extension, recruitment and other 
communications projects  

 Conceptualize, produce and distribute multimedia projects (video, GIFs, presentations, etc.),  
 Manage organization-wide digital content strategies that connect with a multi-generational 

membership and build affinity among stakeholders. Digital content initiatives include:  
 Email marketing including event advertising and communication, press releases, newsletters, 

etc. 
 Assist with social media management of 5+ platforms 
 AlphaSigmaAlpha.org including frequent content, news and graphic updates 
 Alpha Sigma Alpha blog including conceptualizing, writing, editing and promoting content  

 Identify and implement industry best practices in digital communications within Alpha Sigma Alpha 
communications strategy. Strategies include:  

 communications that highlight the member experience and promote the Alpha Sigma Alpha 
brand 

 social media strategy that increases visibility, drives traffic and encourages engagement 
 event promotion strategy that drives registration and attendee excitement 

 Assist the director of communications & marketing in the design and development of 
communications and marketing projects including:  

 Phoenix of Alpha Sigma Alpha magazine 
 events and educational programs  
 direct mailings 
 print publications 
 monitoring media presence 
 AV at events 

 Stay abreast of advancing technologies and apply new technologies to current projects 
 Review all publications and communications for edits and compliance of brand standards and AP 

style 
 Attend FCA conference, other professional conferences and Sorority events as needed 
 Manage daily operations including weekly and monthly reporting, expense budgets, etc.  
 Formulate, administer and oversee operational budgets specific to the role 
 Track statistics and KPIs relevant to the role 
 Perform other duties as assigned by the director of communications & marketing and executive 

director 
 
Job-status: Exempt, Salaried, Full-time 
 
Starting salary range: $43,000-$48,000 
 



Reports to: Director of Communications & Marketing  
 
Location: The applicant will work out of the national headquarters located in Indianapolis.  
 
Qualifications: 
 required in graphic design, communications, marketing, public relations, 

journalism or other related field 
 Demonstrated professional experience in graphic design, marketing, communications and/or related 

industries 
 Advanced understanding of digital marketing, including social media management and blogging  
 Experience with AP Stylebook with ability to create, proof and edit within AP guidelines 
 Experience with Adobe products especially InDesign, Photoshop, Illustrator  
 Exceptional organizational and communication skills both written and oral, including public 

speaking 
 Proficiency in time management and project management 
 Ability to prioritize, organize and execute multiple projects and tasks simultaneously 
 Ability and willingness to travel as a representative of the Sorority when needed 
 Commitment to the vision of Alpha Sigma Alpha, customer service and member support  
 Budget development and tracking experience 

 


