
Sierra Forever Families, established in 1983 as Sierra Adoption Services, is a private, non-profit 
foster family/adoption agency that focuses on finding and sustaining permanency for children 
and youth in the foster care system. We serve children and families in 12 Northern California 
counties. We do more than place children into loving homes. We believe that every child needs a 
permanent family, we are advocates of all children in Foster Care. Children are the heart of our 
mission and in everything we do. 
 
If you are creative, enthusiastic, and passionate about bettering the lives of children, we 
encourage you to consider joining our team of passionate professionals. 
 
Our full-time positions offer a total employment package including retirement savings plans, 
comprehensive benefits, 12 paid holidays, and four weeks of paid time off annually. 

 

Position Summary: 

The PR & Marketing Coordinator is responsible for seeking opportunities to create a strong 
Agency presence in the community and works closely with other members of the Fund 
Development team to support activities related to donor communication, utilizing all forms of 
media to raise visibility and funds for SFF.  Additionally, the PR & Marketing Coordinator is 
responsible for keeping Agency social media outlets fresh and current.  This position is 
significant in accomplishing the goals of the Fund Development Department.  
 
Essential Job Functions: 

 
Public Relations & Marketing (40%) 
 Generate opportunities to speak, present, and/or be interviewed by the media and 

community. 
 Generate opportunities for the Agency to submit feature articles in local, regional, and 

national print media. 
 Coordinates and works with all sites to achieve consistency of Agency branding in 

promotional efforts including printed materials and Agency website. 
 Create ads and marketing materials for print. 
 Works within assigned agency advertising budget and tracks expenses. 
 Creates content and graphic design for agency communications, both print and online. 
 
Social Media Coordinator (40%) 
 Coordinates with third parties and creates social media content, including SFF stories 

and blogs, and reviews and approves prior to posting. 
 Collect and interpret website and social media analytics and reports, including 

information about use, demographics, etc., and shares information with SFF programs. 
 Updates SFF web site content, as needed. 
 Provides data entry for keywords and other information. 

 
Event Coordination (15%) 



 Coordinates Agency efforts related to Fund Development special events, including 
serving on planning committees and SFF liaison with third party event planners, 
alongside other assigned agency staff to provide support as needed.  

 Serves as Chair of Annual SFF Family Celebration Event Committee, BIG Day of Giving 
campaign. 

 Member of Event Committee, plan and coordinates meetings, and takes meeting minutes. 
 Responsible for implementing and coordinating donor cultivation events.   
 Helps secure in-kind auction and raffle items for events as needed. 

 
Administrative (5%) 
 Assists with data entry and processing gifts as needed. 
 Provides backup support with preparation of thank-you recognition and receipt of gifts, 

as needed. 
 Provides backup support for input into the DonorPerfect database system for the Fund 

Development Department and ensures accurate and timely data input, report generation, 
and review. 

 

 

 

Essential Skills: 

 Excellent knowledge of Microsoft Office applications (Word, Excel, PowerPoint, Outlook) 
graphics software (ie. Adobe Creative Cloud Suite), CRM, WordPress and social media 
platforms.  

 Strong understanding of PR and Marketing skills.  
 Excellent written and verbal communication skills.   

 Ability to work independently and in a collaborative team.   
 Thrive in a fast-paced environment while able to juggle priorities and meet multiple 

deadlines 
 Due to the nature of this public-facing position, the following interpersonal skills are desired: 

o Positive and enthusiastic attitude.  
o Ability to motivate colleagues, donors, and volunteers. 
o Maintains a professional appearance and work ethic. 

Education and Experience Required: 

 Bachelor’s degree in Communications, Public Relations, or a related field.  
 1 year of experience in PR and Marketing 
 1 year of experience/knowledge in fund or business development.  
 

Physical Demands and Working Conditions: 

While performing the duties of the job, the employee is regularly required to sit or stand for long 
periods of time at an event  or in an office setting or while driving; intermittently walk, stand, bend, 



squat, kneel, twist, and reach with hands and arms; use speech and hearing to communicate in 
person and by telephone; vision to read handwritten and printed materials and computer screen; and 
lift moderate weight. 

May work some flexible hours including evenings and weekends, depending on event schedules. 

 

Miscellaneous: 

 Must possess a valid California driver’s license and proof of adequate vehicle insurance. 
 Must submit to and pass a health screen, tuberculosis test, criminal record, and child abuse index 

clearances. 
 
If you meet minimum qualifications for this position you can apply by sending an email to 
jobs@sierraff.org that includes your resume and cover letter detailing how your skills and 
experiences are relevant to the requirements of this position.  This posting can also be found on 
Sierra Forever Families website http://www.sierraff.org.  For more information please call (916) 
368-5114. 
  
 
 


