
General Description 
 
Greater Lansing Food Bank (GLFB) is seeking a professional to step into the position of marketing & communications specialist 
to join our growing team. As a member of the administrative team, the marketing & communications specialist is responsible 
for multi-channel communication strategy, content creation, the graphic design/print process, media relations and brand 
management.  
 
This specialist will create strategies for awareness of GLFB’s mission, organizational and community initiatives, special events 
and fund development campaigns. Duties include overseeing brand management, media relations, communications and 
marketing strategies across all media (print, web, email, social media, traditional media, direct marketing channels and 
emerging technologies) to reach GLFB’s external audiences including current and potential donors, clients and volunteers in the 
seven-county region we serve. Additionally, this position is responsible for making certain that the GLFB website is current and 
social media communications are timely, accurate and vibrant. The marketing & communications specialist is expected to be 
engaged and active in the community and the marketing/public relations profession, continuing to build their own professional 
skills and knowledge. The specialist will also work with management across the organization to develop new and creative 
approaches to better engage and connect with our partner agencies, members of the community who may need to access to 
food resources and communities throughout our seven counties. 
 
This is a full-time position of 40 hours per week, generally during normal business hours, Monday through Friday, with 
occasional early morning, evening or weekend hours for special events and media/speaking engagements. The ideal candidate 
must be a hands-on team player with a positive attitude who is diligent, patient and flexible. Must also be a conceptual and 
strategic thinker who is an excellent writer and thrives in a highly-collaborative and fast-paced environment. This position 
reports to the CEO and works closely with the development & major gifts manager on fundraising initiatives, the director of 
administration on special events, operations staff to promote upcoming food distribution events, and others when required. 
Candidate should have excellent communication and interpersonal skills with the willingness to take initiative and be 
innovative. An aptitude to learn new duties and new communication techniques is a must. A passion for our mission of feeding 
people who are in need is important for a fulfilling work life. 
 
About Greater Lansing Food Bank 
Founded in 1981, Greater Lansing Food Bank (GLFB) is a highly visible non-profit organization that provides food assistance to 
individuals and families in need in Ingham, Eaton, Clinton, Shiawassee, Clare, Isabella and Gratiot counties, especially during 
emergencies. Food is distributed through an extensive network of food pantries, shelters, community kitchens and mobile 
distributions throughout the seven counties. GLFB annually serves hundreds of thousands of people, many of them seniors and 
children.  
 
To apply: Please send cover letter, resume, three writing samples and graphic design samples to Rebecca Kline, human 
resources manager, at rebecca@glfoodbank.org. For additional information, please visit www.glfoodbank.org. Position remains 
open until filled. EOE. No phone calls please. 
 

Position Details 
Title: Marketing & Communications Specialist 
Classification: Nonexempt 
Job Type: Full-time 
Reports to: Direct to CEO with dotted line to Development & Major Gifts Manager 
 
Work Environment 
This position generally works in a professional office environment. However, because GLFB is a warehouse and distribution 
center, the person sometimes interacts with other staff members in that part of the building. This role routinely uses standard 
office equipment such as computers, phones, photocopiers, cameras, filing cabinets, etc.  

 
Position Type/Expected Hours of Work 
This is a full-time position with 40 hours of work generally completed Monday through Friday, 8 a.m. to 5 p.m. However, some 
GLFB and community events may occur in evenings or on weekends. Therefore, candidate must be flexible to fulfill job duties 
when needed. Full benefits and time off package is provided. 

 
Other Duties 
Please note this job description does not cover or contain a comprehensive listing of activities, duties or responsibilities 
required for this job. Duties, responsibilities and activities may change at any time with or without notice. 
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ESSENTIAL FUNCTIONS 
 
Strategy 

• Conceptualize, research and create communication and public relations strategies aimed at inspiring, informing, 
promoting and engaging GLFB’s work and messages to diverse audiences  

• Develop an understanding of GLFB’s mission, objectives, strategies and trends that impact our work 

• Identify and track measurements for communication activities and routinely analyze communication performance 

• Demonstrated knowledge of communications industry trends and best practices and a desire to continuously learn 
new and innovative strategies and tactics (PRSA membership is provided) 

 
Writing & Content Creation 

• Exceptional writing, editing and proofreading skills (AP Style) to ensure proper messaging and brand consistency  

• Manage, monitor and curate organization’s social media accounts to engage audiences; review social media 
analytics to ensure content is engaging and understand target audiences; assist other departments with social 
media accounts; work directly with all levels of management for social media promotion of events and resources; 
and work with fund development team on fundraising campaign messaging  

• Collect/write stories (client, donor and volunteer) and use food distribution data to compose articles, press 
releases, promotional pieces (print and video), fund development materials, social media posts, newsletters and 
annual reports  

• Work with CEO, development & major gifts manager and other managers to develop stakeholder communication 
strategies; support cross-team projects and collaborations as an integrated marcoms advisor 

• Assist with other writing needs for GLFB including blogs, website, video scripts, PSA scripts, direct marketing emails, 
fund development materials and other collateral 

• Edit copy, fact check, and proofread content for use in marketing materials, correspondence, editorial content, and 
other materials as assigned 

 
Design & Branding 

• Understand, translate and implement the GLFB brand and style guidelines 

• Design, oversee editorial direction, develop content ideas and publish various print marketing materials (mailings, 
brochures, fund development materials, newsletters, annual report, signage, etc.), sometimes using outside print and 
design vendors, that highlight donors, community partners, volunteers, staff and the work of GLFB 

• Assist in web page design, maintenance and content management in collaboration with external web vendor 

• Photography and videography skills a plus for capturing images of clients, volunteer work, food distributions to 
help tell the story of GLFB; responsible for ensuring all parties sign photo release form 

 
Media Relations 

• Serve as primary contact for media inquiries; assign inquiries to CEO or appropriate internal spokesperson in a 
timely manner 

• Track news clippings (using subscription to CriticalMention) and forward reports monthly to CEO 

• Continuously update media list and seek new influencers for distribution of content 
 
QUALIFICATIONS 

• Education/Experience/Computer Skills – Bachelor’s degree in related field or equivalent work experience in 
communications, minimum of 3- 5 years of professional communications experience, working knowledge of social 
media platforms, Microsoft Office Suite, and experience with Adobe Acrobat, Constant Contact, Sprout Social, 
Canva and WordPress (preferred) 

• Self-starter with an outgoing personality 

• Ability to prioritize and balance multiple projects on time and with a high-level of attention to detail 

• Conceptual, creative thinker with a passion for writing, story-telling and the willingness to learn from others 

• High degree of flexibility and proven ability in fostering a collaborative spirit with a diverse team  

 

 
 


