
Job Posting: Ignatian Spirituality Center, Seattle, Washington.

Position Title: Marketing and Communications Coordinator

Employment Status: Part-Time Flexible Hours, 440 hours a year (10 hours a week/44 weeks a year)

Reports to: Executive Director of the Ignatian Spirituality Center

Primary Responsibilities:

1.   Assist the ISC staff with communication, marketing, invitations and publicity of ISC

programs and events. Responsibilities will include, but not be limited to:

a. Design, coordinate, proof, edit, and publish the bi-annual ISC newsletter in collaboration

with staff

b. Create, manage, and update ISC website

c. Update, edit, and publish  monthly e-newsletter and other communications via Constant

Contact; manage and update distribution lists in Constant Contact

d. Manage Facebook page by creating original content, events, and managing posts and

responses, as well as oversee other social media related activities

e. Design and distribute print flyers and posters

f. Upload and publish recorded program content to YouTube account

2. Continue and expand the various forms of ISC networking and publicity to the widest

possible audience, including Jesuit institutions, various parishes and faith communities, and the

wider ecumenical community.

3. Assist the ISC Program Coordinator and other staff as needed, and as schedule allows, on

various events and programs. Including but not limited to occasional set-up and take down of

in-person events, Zoom administration for online programming, etc.

4.    Attend monthly staff meetings and quarterly program council meetings.

Desirable Qualities:

● Strong skills in Microsoft Office (especially Word, Excel, Publisher, and PowerPoint)

● Ability to design and produce graphic elements for publications within brand

● Proficiency in website development and maintenance (SquareSpace)

● Familiarity with managing social media platforms (Facebook, YouTube, etc.) and other

networking tools

● Familiarity with Constant Contact and communication strategies

● Very organized with a strong ability to self-direct and manage timelines and deadlines

● Strong written communication and editing skills

● Appreciation of and experience with Ignatian spirituality

● Demonstrable commitment to racial equity, social justice, and diversity

To Apply:   Please send cover letter and resume to Emily Jendzejec, Executive Director,

Ignatian Spirituality Center at emily@ignatiancenter.org.

https://www.ignatiancenter.org
mailto:emily@ignatiancenter.org


About the Ignatian Spirituality Center:

The Ignatian Spirituality Center is a non-profit organization in Seattle, Washington that was

established in 1994. Our mission is to nurture compassion, healing and justice by engaging

spiritual seekers in deepening their connection to God, self and others. The ISC provides spiritual

companionship, retreats, programs, prayer experiences and resources in the Ignatian tradition

and vision for people of all faith backgrounds in the Puget Sound region and beyond.

This role is part-time, with no benefits. This position is an opportunity to do meaningful,

high-impact work in a team-oriented environment with competitive compensation. ISC is an

equal opportunity employer. All qualified applicants will receive consideration for employment

without regard to race, sexual orientation, gender identity, national origin, disability or protected

veteran status.


