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MARKETING & OUTREACH COORDINATOR 

AGING AND DISABILITY RESOURCE CENTER OF COLUMBIA COUNTY 

 

I. Position Summary 

 

This is a skilled, full-time, Marketing & Outreach position, in the Aging and Disability Resource Center.  

Provides leadership in developing, implementing and maintaining outreach strategies to inform the public and 

service providers about ADRC services.  Takes an active role in the coordination of evidence based 

prevention and early intervention activities.  Advocates for resource development in the community to address 

unmet needs of consumers.  Maintains on-going process to determine consumer satisfaction with ADRC 

services.  This position reports to the Aging and Disability Resource Center Director. 

 

II. Duties and Responsibilities 

 

1. Develop and implement ongoing public awareness and education of ADRC services to elderly, adults 

with disabilities, family caregivers, community agencies, service providers and the general public.   

2. Holds a concrete understanding of the functions of the ADRC and positions within the ADRC. 

3. Maintain marketing requirements as developed by the State and through aging contracts. 

4. Collect data for management to monitor and track the effectiveness of awareness and education efforts. 

5. Create and update brochures and flyers using computer applications; creates displays, handouts, posters, 

etc. Maintain appropriate promotional materials. 

6. Assure information is current, useful and accessible to staff and consumers.   

7. Complete training as necessary to perform duties required by the position.  

8. Work with individuals and agencies to maintain the resource database as a current and useful resource to 

staff and consumers.  

9. Provide information on evidence based prevention, early intervention measures and risk and safety issues.   

10. Implement and maintain a process for identifying unmet needs of elders and persons with disabilities 

based on resource information collected, experiences in providing outreach, input from ADRC staff, 

advocates, etc. 

11. Gather consumer input to use in on-going quality assurance and quality improvement projects for the 

ADRC. 

12. Act as a leader for evidence based prevention programs.  This includes but is not limited to securing 

community partners, scheduling speakers and workshops, and providing marketing and outreach.  

13. Promote the ADRC at public events. 

14. Maintain ADRC website and social media accounts.  

15. Develop a newsletter to serve the elder population (60 and above) six issues per year.  Secure advertisers 

for additional funding.   

16. Assist with planning events and activities related to the ADRC.   

17. Quarterly State Encounter Reporting 

18. Taxes- Set-up of room and make appointments. 

19. Complete Year-To-Date reporting for the ADRC 

20. Order promotional materials. 

21. Provide back-up coverage at the ADRC entrance. 

22. Other duties as assigned by the ADRC director.  

 

III. Educational Requirements 

 

1. Computer experience required, especially with Microsoft products. 

2. Must meet one of the following criteria: 
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➢ Associate degree from an accredited vocational, college, or technical school in one of the secretarial 

sciences, and a minimum of one (2) years of related professional office experience, OR 

➢ High School diploma or its equivalent supplemented by post high school course work with at least 

two semesters in the secretarial theory at a post High School educational institution and a minimum 

of two (2) years of related work experience, OR 

➢ Combination of training and experience equivalent to the above or specific to the job with a minimum 

of one (1) year of experience working with public consumers including older adults and/or persons 

with disabilities 

 

IV. Knowledge, Skills, Licensure and Experience  

 

1.   Knowledge and ability to use the Internet, including social media sites  

2.   Ability to maintain confidentiality of all client related information  

3.   Ability to understand and effectively carry out verbal and written instruction  

4.   Knowledge of business correspondence formats and procedures  

5.   Knowledge of the basic principles, procedures, and systems of filing with the ability     

 to organize and maintain filing systems and other records, including both electronic    and hard copy files 

6.   Knowledge of business English, grammar, and spelling, both written and oral  

7.   Knowledge of data base creation, entry, and maintenance  

8.   Ability to work with a minimum of supervision once on-the-job training is complete  

9. Ability to establish and maintain positive & professional working relationships with the general public 

and with all staff members  

10.  Ability to accurately type 50 words per minute 

11.  Ability to use general office equipment, such as faxes, scanners, computers, copiers,     transcription 

equipment, phones, and mailing equipment  

12.  Knowledge of Microsoft Outlook, Word, Excel, Access, Publisher & PowerPoint  

13.  Possess valid Wisconsin Drivers' license  

14.  Maintain automobile liability insurance 

 

In evaluating candidates for this position, the County may consider a combination of education, training and experience 

which provides the necessary knowledge, skills and abilities to perform the duties of the position. 

 

V. Physical Requirements 

 

1.  Ability to lift/carry/push/pull at least 50 pounds  

2.  Frequent bending, lifting, twisting, stretching, squatting, sitting, standing and walking  

3.  Visual acuity  

4.  Ability to hear normal conversation  

5.  Ability to communicate in a clear manner  

6.  Good manual dexterity of hands and fingers 

 

The position description is not to be interpreted as all-inclusive. The intention is to identify major responsibilities and 

requirements of this position. There may be requests to perform job-related responsibilities and tasks other than those 

stated on this description. 
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