
 
 
 
 

Latino Community Fund Georgia: Communications and Digital 
Content Coordinator (Part-Time) 

 
The Latino Community Fund (LCF Georgia) a 501(c)3 nonprofit supporting Latino-Led and 
Latino-serving organizations and leaders with direct services, advocacy, technical assistance, 
programs and direct investments. 

Our communications team tells the stories behind this work and its impact—connecting 
communities, partners, funders, and supporters through compelling storytelling, strategic 
campaigns, and meaningful engagement. 

Position: Communications and Digital Content Coordinator (Part-Time) 
 
Reports To: Communications Manager 
 
Hours: Approximately 20 hours/week 

Job Description: The Communications & Digital Content Coordinator supports the 
implementation of LCF Georgia's communications strategy by producing high-quality digital 
content, coordinating communications projects, and helping maintain a consistent and engaging 
organizational presence across platforms. 

Working under the direction of the Communications Manager, this role assists with general 
coordination across programs,  social media management, content creation, campaign 
implementation, event communications, website updates, and communications reporting. The 
Coordinator collaborates with program staff to process requests for materials and 
merchandising, gather stories and develop content while ensuring all communications align with 
LCF Georgia's brand, messaging, and strategic priorities. 

This position is ideal for a highly organized, creative, and detail-oriented communications 
professional who enjoys storytelling, digital media, and supporting mission-driven work. 

Duties and responsibilities 

●​ Produce bilingual digital content for LCF Georgia's programs, campaigns, and 
organizational initiatives. 

●​ Coordinate day-to-day communications activities across digital platforms. 
●​ Support implementation of communications campaigns and organizational events. 
●​ Assist with social media management, website updates, email communications, and 

digital engagement. 
●​ Monitor communications performance and prepare reports for the Communications 

Manager. 



 
 
 
 

●​ Process requests for branded materials and supplies for the programs and initiatives. 
●​ Maintain organized communications assets, editorial calendars, and project timelines. 

Programmatic Work Responsibilities 

Content Production & Digital Communications (45%) 

●​ Draft and schedule bilingual content for social media platforms, website updates, blogs, 
and other communications materials. 

●​ Design graphics, presentations, flyers, and digital assets using Canva and other design 
platforms. 

●​ Edit short-form videos and multimedia content for social media and organizational 
campaigns. 

●​ Maintain the communications editorial calendar and assist with content planning. 
●​ Ensure all communications adhere to LCF Georgia's branding, messaging, and 

accessibility standards. 
●​ Assist with website content updates and digital resource management. 

Campaign & Event Communications (30%) 

●​ Support the execution of communications plans for advocacy, civic participation, health, 
fundraising, and community engagement campaigns. 

●​ Support the implementation of paid digital advertising campaigns across Meta 
(Facebook and Instagram). 

●​ Set up audience targeting based on demographic, geographic, and interest-based 
criteria and monitor campaign performance. 

●​ Coordinate communications logistics for organizational events, including promotional 
materials, event coverage, photography, and video content. 

●​ Collaborate with program managers to gather stories, testimonials, photos, and program 
updates. 

●​ Coordinate with external vendors, photographers, videographers, designers, and printers 
as assigned by the Communications Manager. 

Communications Coordination & Reporting (20%) 

●​ Monitor LCF Georgia's social media channels, general communications inboxes, and 
incoming communications requests. 

●​ Maintain communications project timelines, asset libraries, media lists, and 
organizational archives. 

●​ Compile monthly communications metrics, including website, email marketing, social 
media, and campaign performance. 

●​ Assist in preparing communications reports for leadership, funders, and organizational 
initiatives. 



 
 
 
 

Administrative Support (5%) 

●​ Support communications-related administrative tasks, including file organization, 
requests for materials, and project tracking. 

●​ Assist the Communications Manager with additional communications projects as 
assigned. 

Education 
Bachelor's degree in Communications, Journalism, Marketing, Public Relations, Nonprofit 
Management, or a related field. Equivalent professional experience may substitute. 

Required Skills and Qualifications  

●​ Fully bilingual (English and Spanish required). 
●​ 1–3 years of experience in communications, journalism, marketing, digital media, or 

nonprofit communications. 
●​ Professional level of writing and editing skills in both English and Spanish. 
●​ Experience managing social media platforms in a professional setting. 
●​ Ability to monitor campaign performance and prepare reports using digital analytics. 
●​ Experience creating digital content using Canva and basic video editing software. 
●​ Strong organizational and project management skills with the ability to manage multiple 

deadlines. 
●​ Experience working collaboratively across teams. 
●​ Strong attention to detail and commitment to producing high-quality communications. 
●​ Commitment to LCF Georgia's mission, social justice, and Latino communities. 

Preferred Skills and Experience 

●​ Experience with nonprofit communications, advocacy, or community-based 
organizations. 

●​ Familiarity with Meta Business Suite, Mailchimp, WordPress, Google Analytics, and 
Canva Pro. 

●​ Experience creating short-form video content for social media. 
●​ Photography and videography experience. 
●​ Experience working with diverse communities, coalitions, and nonprofit partners. 
●​ Appreciation for visual storytelling and digital engagement. 

Location, Duration & Compensation 

The Communications & Digital Content Coordinator is a part-time, non-exempt position working 
approximately 20 hours per week. This hybrid position is based at LCF Georgia's downtown 
Atlanta office and requires occasional evening and weekend availability for events. Some travel 
within Georgia may be required to support organizational programs and community events. 



 
 
 
 
Annual compensation is up to $25,000, depending on qualifications and experience, and 
is paid biweekly via direct deposit. Additional benefits and paid leave, if applicable, are 
outlined in the Employee Handbook. 

How to Apply 

Interested candidates should submit a Cover Letter and Resume. Please send your application 
to daniela@lcfgeorgia.org with the subject line: Communications Coordinator.  Applications 
will be reviewed on a rolling basis until the position is filled. 

 

Latino Community Fund of Georgia is committed to the principles of Equal Employment 
Opportunity for all employees and to provide employees with a work environment free of 
discrimination and harassment. All employment decisions are based on organization needs, job 
requirements and individual qualifications without regard to race, color, religion or creed, sex 
(including pregnancy and gender identity), national origin, sexual orientation, HIV status, marital 
status, past or present military service, family or parental status, or other applicable legally 
protected characteristics. 

 


