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Communications Coordinator

Department: Communications
Reports to: Senior Communications Manager

Inner-City Arts is a multi-disciplinary arts organization located in the heart of downtown Los
Angeles, serving more than 5,000 children, teens, educators, and family members annually
during the school day, after-school and on weekends. We believe that the arts are
transformative and the cornerstone of a high-quality education that levels the learning field
across socioeconomic boundaries. Inner-City Arts is a dynamic nonprofit organization that
raises from philanthropic sources more than 90% of the revenue needed to support annual
programs and operations for a $4.5+ million annual operating budget.

The Opportunity

Inner-City Arts’ communication team seeks an innovative professional who will exemplify a
commitment to excellence inspired by our mission. The Communications Coordinator will play
a key role in the development of the Institution’s public-facing media, materials, marketing and
outreach with an emphasis on supporting both programming and development departments.

Reporting to the Senior Communications Manager, the Communications Coordinator supports
both the Programming and Development teams by helping shape and execute communications
that engage with various audiences and stakeholders, including students, families, schools,
teaching artists, donors, community partners, corporate sponsors, and the broader public. The
position helps elevate organizational visibility and promote Inner-City Arts programs through
clear, compelling, and audience-specific messaging. Responsibilities include coordinating and
producing public-facing materials across print and digital platforms, supporting donor
communications and stewardship efforts, and assisting with institution-wide marketing,
sponsorship, and public relations initiatives.

Job Description
Social Media & Audience Engagement
e Support the development and execution of social media strategies aimed at increasing
visibility, engagement, and fundraising efforts
e Assist in maintaining and implementing the organizational content calendar across
platforms
e Research, pitch, develop, and schedule content for institutional and programmatic
channels
e Cultivate opportunities for students, volunteers, teaching artists, and staff to contribute
content and storytelling ideas
e Engage audiences through social listening practices, including commenting, direct
messaging, and community engagement



Monitor analytics and engagement data and support strategy adjustments informed by
performance insights

Digital Content & Fundraising Support

Assist with the management and organization of digital assets and archives, including
YouTube, Dropbox, and internal systems

Identify, collect, catalog, and maintain photo, video, and storytelling assets for
institutional use

Develop and edit video content for use across digital and social media platforms
Support digital fundraising campaigns, including online giving and event-related donation
efforts

Collaborate with Communications staff on annual giving campaigns across digital, email,
print, and direct mail platforms

Minimum Qualifications

Hours

BA/BS in Marketing/ Communications or similar relevant and equivalent field
experience 5+ years of professional experience in marketing, fundraising, public
relations or related field

Graphic design, social media, web management skills

Experience developing content and materials using Adobe Design programs,
Wordpress or other content management system, Powerpoint/Keynote, Constant
Contact

High-energy professional with keen attention to detail and deadlines

Exceptional written, oral, interpersonal and presentation skills and the ability to
effectively interface with the staff, the Board of Directors and donors

Individual who takes initiative, demonstrates flexibility, compassion and good humor, and
displays a “can do” attitude

Exceptional organizational, communication and project management skills

Self-starter with the ability to work both independently or with specific direction, as well
as, have an ability to work well in a collaborative and team-focused environment

Part time up to 28 hours per work week, some evening and weekend work

Location
720 Kohler St. Los Angeles, CA 90021

Compensation
Starting base hourly rate of $28

To apply
Please send a resume and letter of interest to the Hiring Committee via email to
artsedjobs@inner-cityarts.org with the subject “Communications Coordinator.”



Inner-City Arts engages employees without regard to race, color, religion, sex, gender identity, national origin, ancestry,
citizenship, age, physical or mental disability, legally protected medical condition or information, family care status, military
caregiver status, veteran status, marital status, domestic partner status, sexual orientation, or any other basis protected by local,
state, or federal laws. All who believe they meet the stated qualifications are invited to apply. Inner-City Arts is an equal
opportunity employer.
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