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Stop Summer Slide! Media Coordinator– Books for Keeps 

About Books for Keeps (BFK): Books for Keeps started as a volunteer-led, grassroots program in 2009 to place books 

in the hands of children from low-income families. It has blossomed into a research-based nonprofit that gave away 

50,000 books last spring to children at 11 schools in Northeast Georgia, and will grow to serve 25 schools annually by 

2019. Every school served contains a high proportion of children qualifying for free or reduced-price lunch through 

the National School Lunch Program; in each school served, every child is invited to pick out 12 books to take home – 

and keep – just in time for summer. All books distributed are new or like-new, acquired through community book 

drives and through partnerships with national literacy nonprofits and publishers. 

The role: Books for Keeps is seeking a highly organized, creative self-starter to manage the organization’s social 

media communications and email/snail-mail messaging. This role would provide critical support to the organization’s 

two full-time employees, the Executive Director and the Program Manager. Books for Keeps hired its first full-time 

employee, an executive director, in 2013, when the organization was serving just five schools. While reporting to the 

Executive Director, the Media Coordinator will align Books for Keeps messaging priorities across multiple platforms 

on the web and in print, with some duties taking place in the Books for Keeps warehouse or at service schools. Pay is 

$12 an hour, for 15 to 20 hours worked on a weekly basis. 

Primary responsibilities 

Social and new media management 

 Plan and execute messaging strategy across Facebook, Twitter, and Instagram based on priorities outlined by 

the executive director, in concert with the program manager. 

 Research and implement innovative and creative ways of leveraging social media to communicate the Books 

for Keeps mission and brand. 

 Attend Books for Keeps events (particularly spring book distributions) to document service of the Books for 

Keeps mission, and weave images, video, and stories into all communications platforms. 

 Recruit volunteer photographers and videographers, as needed, to capture elements of the Books for Keeps 

story, including at events. 

 Assist the Program Manager in the recruitment of diverse stakeholders as BFK volunteers and supporters. 

Traditional media management 

 Craft and submit press releases about Books for Keeps news and events. Pitch story ideas to print, online, 

and television media. 

 Assist with the production of an annual report for both web-based and print consumption. 

Email communications and newsletter communications: 

 Plan, format, and send the Books for Keeps monthly email newsletter via MailChimp. 

 Assist with messaging to stakeholders through snail-mail communications, including (but not limited to) mid-

year and year-end fundraising campaigns and annual newsletters. 

 Plan and execute critical messages of thanks to supporters and volunteers following 

Additional program support: 

 Conduct interviews with program recipients and other stakeholders in order to capture and tell the Books for 

Keeps story. 

 Assist with grants research, prospecting, and compilation of grant materials for Stop Summer Slide! 

 Cultivate relationships and grow awareness within the Athens community, particularly members of Athens’ 

Latino and African-American communities. 

 Provide support and assistance as needed at BFK Book Distributions, taking place every April and May in area 

service schools. 

 Perform additional duties as required and as appropriate to the experience and skills of the applicant. 
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Requirements 

Prior experience: 

● A bachelor’s degree in PR, communications, social work, education, community development, public 

administration, or related field and/or equivalent years of experience. 

Knowledge, skills & abilities: 

● Commitment to Books for Keeps’ mission and to the right of all children to equally access educational 

opportunities. 

● Demonstrated cultural sensitivity, critical consciousness, and ability to work across lines of difference. 

● Demonstrated written and oral communication skills – both internally (fellow employees, board members 

and volunteers) and externally (stakeholders, funders, and community supporters). 

● Strong computer skills with proficiency in Microsoft Word, PowerPoint, and Excel. 

● Familiarity and comfort with social media platforms and how to leverage new technologies. 

● Critical-thinking and problem-solving skills. 

● Ability to manage multiple priorities and projects simultaneously. 

● Quick learner with a track record of working effectively with minimal supervision. 

● Knowledge of graphic design (Adobe Creative Suite or other programs) is a plus. 

● Photography and/or videography experience also a plus. 

● Must have comfort working within the cloud – Google drive and Dropbox. 

Work demands: 

● Must have a driver’s license and access to a car for in-town travel. 

● Must have personal cell phone available for occasional work use. 

● Must be able to sit at a desk for at least 30 minutes at a time. 

● Must be able to lift at least a 20-pound box of books. 

● Access to a digital SLR camera is a plus. 

 

Benefits and pay: Pay is fixed for this position at $12 an hour, for 15 to 20 hours of work per week. Books for Keeps 

cannot offer benefits at this time. Books for Keeps offers a mileage reimbursement of $.33 per mile for work-related 

driving, not including any commute to or from work. 

Anti-discrimination policy: Books for Keeps prohibits discrimination and harassment, and provides equal 

employment opportunity with regard to race, color, religion, national origin, disability, veteran status, sexual 

orientation, gender identity, pregnancy, sex, or age. 

Employee acknowledgement: This job description is intended to provide an overview of the requirements of the 

position. As such, it is not necessarily all-inclusive, and Books for Keeps may require other essential and/or non-

essential functions, duties, or responsibilities not listed herein. Management, at its sole discretion, reserves the right 

to change, alter, and/or otherwise modify this job description at any time. Nothing in this job description is intended 

to create a contract of employment of any type or kind. 

How to apply: Applications will be reviewed immediately, and will not be accepted any later than January 6, 2017. 

Applicants should send cover letter, resume, and three references by email (please note “Media Coordinator 

position” in the subject line) to admin@booksforkeeps.org. 
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