


THE GIRL SCOUTS OF CHESAPEAKE BAY GIRL SCOUT COUNCIL IS SEEKING A FULL TIME WEB and COMMUNICATION SPECIALIST in
NEWARK, DELWARE
Job Summary:
Manages the design, layout, development and printing of Council publications, including the Annual Council Calendar of Programs, Summer Camp Course Catalogue, Annual Report, Quarterly Newsletter, Fall School Course Brochure, Annual Meeting Program Book and Materials, Advertisements, and others.  Designs and maintains Council Website and oversees development and utilization of social media (Facebook, Twitter, etc.).  Must be flexible and able to manage numerous projects simultaneously, respond to ad hoc project requests, maintain council database and have strong editorial skills. 

Key Responsibilities:
· Manage the design, layout, and content of the Council website to ensure that accurate information and consistent messages are disseminated to internal and external audiences in a timely fashion.

· Work with internal departments to plan, design, implement, and support departmental web communications. 

· Manage in collaboration with the Manager of Communications the layout and design of Council publications and other written communication pieces.

· Obtain bids and cost estimates from print vendors and mailhouse services

· Assist with proofreading of council forms and publications

· Conduct presentations to constituents using state of the art technology

· Serve as backup to the IT Specialist for basic network functions.

QUALIFICATIONS:
· Bachelor’s degree in graphic design, technical training or equivalent and/or minimum of 3-5 years demonstrated experience in related area(s).

· Excellent web and print design skills, with documented experience in Adobe Design Suite (Indesign, Photoshop, Illustrator, Flash, Dreamweaver), Windows Environment, Microsoft Office software.

· Experience in obtaining cost estimates for printing and mail house services

· Effective time management skills.

· Ability to be self-motivated, organized and flexible. 

· Must possess excellent communication skills, including written, oral, and interpersonal skills.  

· High comfort level and ability in making public presentations.

· Ability to secure resources to assist with other communication pieces and projects as needed. 

· Ability to work effectively with employees/peers, volunteers, Board of Directors, vendors, contractors, donors, representatives from other organizations, an the public. 

· Must have valid driver’s license and be able to travel as needed to perform the responsibilities of the position.

Interested and qualified individuals are invited to send a resume to mconlin@cbgsc.org for review and consideration.  Please include in the subject line of your e-mail the job title.  Thank you.

