
 

                                                              

 

 

 

      

 

 

 

Korean Community Services of Metropolitan New York, Inc. 
 

Position title Department & Location Reports to 

Communications & Outreach 

Coordinator 

Communication & Outreach / HQ 
Senior Communications 

& Outreach Coordinator 
 

Employment status FLSA status Effective date 

☒ Full-time      ☐ Part-time 

☐ Temporary   ☐ Contract 
☒ Nonexempt ☐ Exempt  

 

About the Organization 
Founded in 1973, Korean Community Services of Metropolitan New York, Inc. (KCS) is a nonprofit 

501(c)(3) multi-service organization supported by government agencies, foundations, corporations, and 

individuals. KCS aims to develop and deliver a broad range of social service programs to meet the 

community's various needs. 

 

Position Summary 

KCS is seeking a motivated and detail-oriented Communications & Outreach Coordinator to support the 

organization’s communications, marketing, and outreach efforts. This role will assist with content creation, 

social media management, event promotion, and internal/external communications across programs. The ideal 

candidate is organized, creative, and eager to learn, with the ability to manage multiple tasks and collaborate 

with different teams. This position also requires flexibility to support occasional evening and weekend events. 

Essential Duties and Responsibilities 

The essential functions include, but are not limited to the following: 

Communications Strategy & Leadership 

 Assist in creating content for social media, newsletters, and website updates 

 Support consistent messaging and branding across materials 

 Help draft basic communications including email campaigns and announcements 

Digital and Social Media Management 



 

                                                              

 

 

 

      

 

 

 

 Manage and update KCS social media platforms (Instagram, Facebook, LinkedIn, X, 

KakaoTalk, etc.) 

 Schedule posts and monitor engagement 

 Track basic performance metrics and report insights 

Newsletter and Email Communications 

 Assist in preparing and distributing newsletters 

 Support email campaigns using platforms like Mailchimp 

 Help maintain media and contact lists 

 Maintain ongoing communication with existing and potential donors 

Cross-Department Collaboration 

 Work with program teams to gather content and updates 

 Assist in creating advocacy materials (flyers, posters, simple graphics) 

 Ensure timely communication across departments 

Event Support & Coverage 

 Assist with promotion and on-site support for events 

 Help capture photos/videos and support post-event recap content 

 Availability for occasional evenings and weekends required 

 

Education and Experience Requirements 

 Bachelor’s degree in English, Communications, Media, Marketing, or a related field preferred; 

equivalent professional experience also welcomed. 

 0–2 years of experience in Journalism, Communications, Marketing, or related field 

 Korean & English bilingual (preferred) 

 Interest in nonprofit work and community engagement 

Minimum Qualifications (Knowledge, Skills, and Abilities) 

Knowledge 
 Cultural Sensitivity: Understanding of cultural differences and ability to work effectively with 

individuals from diverse backgrounds. 

 Basic Knowledge of Communication and Marketing Field 



 

                                                              

 

 

 

      

 

 

 

Abilities 
 Ability to communicate effectively, verbally and in writing, in the language(s) necessary to perform 

the essential functions of the position (e.g., English, Korean, or both), including the ability to hear, 

speak, and be understood in the work environment.  

 Strong written and verbal communication skills 

 Organized and detail-oriented 

 Ability to manage multiple tasks and meet deadlines 

 Positive, collaborative, and proactive attitude 

 Willingness to learn and grow in a fast-paced environment 

 

Skills 
 Proficient with Google Workspace: Docs, Sheets, Calendar, Gmail, Slides 

 Proficient with Canva, Mailchimp, Microsoft Word, PowerPoint, Excel 

 Proficient with social media platforms (Instagram, Facebook, YouTube, etc) 

 Proficient with website management: Wix 

 Basic knowledge of Adobe Creative Suite is a plus but not required 

Physical Demands and Work Environment  
The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this position. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the functions. 

 Must be able to stand and walk a considerable amount of time, almost the entire workday. 

 Have hand dexterity to use the computer, office equipment, books, and assist clients. 

 Ability to manage multiple priorities in a fast-paced environment and respond appropriately to urgent 

situations. 

 Work may be performed in office, event, and community-based settings with moderate noise levels 

and frequent interaction with staff, partners, and the public. 

Note 

Your labor allocation and project assignments may include responsibilities related to various 

program areas and projects, including but not limited to [Project Name 1], [Project Name 2], [Project 

Name 3], and support for [Project Name 4] 

Employment remains strictly at-will. Project assignments, labor allocation, compensation, title, 

hours, and duties may be modified based on organizational, operational, or funding needs in 

accordance with applicable law.  

 



 

                                                              

 

 

 

      

 

 

 

This job description in no way states or implies that these are the only duties to be performed by the 

employee(s) of this position. Employees will be required to follow any other job-related instructions 

and to perform any other job-related duties requested by any person authorized to give instructions 

or assignments. All duties and responsibilities are essential functions and requirements and are 

subject to possible modification to reasonably accommodate individuals with disabilities. 

 

Compensation: 

$50,000 - $52,000 annually 

 

Working Schedule: 
0-40 hours per week 

Application Process: 
KCS will accept applications on a rolling basis until the position is filled. Only applicants selected for an 

interview will be contacted. Please send your cover letter and resume to Soo Moon, a Senior Communications 

& Outreach Coordinator. Email: soo@kcsny.org 

  

mailto:soo@kcsny.org


 

                                                              

 

 

 

      

 

 

 

Job Description Acknowledgment 

 

To perform this job successfully, the employee(s) will possess the skills, aptitudes, and abilities to perform 

each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk 

to the health or safety of themselves or others. The requirements listed in this document are the minimum 

levels of knowledge, skills, or abilities. This document does not create an employment contract, implied or 

otherwise, other than an at will relationship. 

I have reviewed the attached job description as outlined above and understand that I am responsible for all 

duties as outlined and other tasks as may be assigned. I understand that if I need accommodations to perform 

the essential functions of my job that I must contact my supervisor or Human Resources as soon as possible to 

begin an interactive process. 

 

Reviewed with employee by: 

Signature:  

Name and title:  

Date:  

 

Received and accepted by: 

Signature:  

Name and title:  

Date:  

 

The company is an equal opportunity employer, drug-free workplace, and complies with ADA regulations as 

applicable. 

 


