
 
 

 

 

 

 

Communications Coordinator, Indo-Pacific Programs 
Program Development Department 

Reports To: Assistant Director, Indo-Pacific Programs Classification:   FT 

FLSA Status: Fixed-term contract with option for annual 
renewal contingent on grant funding 

 Effective Date:  December 1, 2021 – November 30, 2022 

Position Summary: The Communications Coordinator effectively plans, organizes, and delivers marketing and 
communications initiatives that engage a cross-section of organizational and program stakeholders 
to support the mission and goals of the Indo-Pacific Programs Department, including Young 
Southeast Asian Leaders Initiative (YSEALI) programs, Young Pacific Leaders (YPL) programs, and 
Professional Fellows Program (PFP). 
 
Working closely with the YSEALI, YPL, and PFP teams, this position will focus on the development and 
deployment of various communications tools, online engagement campaigns, and outreach to raise 
public awareness of departmental programs. 

Essential Duties and  
Responsibilities: 

Communications Planning & Development: 

• Supports the program teams to further develop and enhance program-specific branding  

• Supports and strengthens various aspects of program communications, including website 
management, content creation, media outreach, and social media management 

• Creates engaging and on-brand marketing materials, such as brochures, logos, infographics, 
videos, reports, and other communication materials, for a variety of media outlets and 
audiences 

• Conceptualizes visuals based on program requirements 

• Identifies and advances opportunities to promote and publicize a portfolio of programs within 
Indo-Pacific Department among various stakeholders in the U.S. and Indo-Pacific region, 
including with program participants, program alumni, and U.S. Department of State (including 
Embassies and Consulates) 

• Monitors and tracks success of communications initiatives 

• Proactively monitors external mentions of the YSEALI, YPL, and other Indo-Pacific 
Department’s programs, provides support with appropriate responses  

• Supports in-person and online events - including responsibilities for photography, social media 
coverage 

• Interfaces with the various alumni networks through digital engagement to amplify alumni 
stories and coordinates efforts with Cultural Vistas’ Marketing Department  

• Assists program teams in compiling information on media initiatives and stories for regular 
program reports to the various funders, including the U.S. Department of State 

 

Administration: 

• Ensures working within established budgetary guidelines 

• Works well within deadlines and timelines for project completion 

• Assist with other programs as assigned, including designing infographics, social media content 
and campaigns 

• Coordinates with Cultural Vistas’ Marketing Department to release Department’s 
communications initiatives and materials through the organizational blog, newsletter, and 
other official social media platforms 

 



Skills and Abilities  
Required: 

• Exceptional written and verbal communication skills with proven experience in writing for a 
range of English-speaking and non-native English-speaking audiences, and creating compelling 
content for digital and offline media 

• Demonstrable experience using online communications and social media in a purposeful and 
professional capacity; experience with photography, video creation, and video editing. 

• Experience with data visualization is a plus 

• Strong critical thinking skills, problem-solving skills, and analytical thinking 

• Ability to work on own initiative, able to build successful relationships with key stakeholders in 
the network to deliver shared objectives  

• Ability to effectively handle ambiguity by creating focus and direction for oneself 

• Proactive and collaborative with the ability to serve as an effective role-model; be persuasive 
and influential; and build trust among internal and external stakeholders 

• Ability to seek and use input from peers, when necessary, before making decisions 

• Commitment to professionalism and professional development 

• High level of concern for providing exceptional customer service 

• Interest in and commitment to the mission of Cultural Vistas 

• Experience or interest in Indo-Pacific region is a plus 

• Develops and maintains industry knowledge by seeking out educational workshops, classes, 
training, and related endeavors 

• Actively applies outside learning to existing and new marketing initiatives and campaigns 

• Works in accordance with the mission, goals, values, and strategic direction of Cultural Vistas 

Computer Equipment 
and Software 
Experience Required: 

Must be proficient in Microsoft Suite products. 
Must have experience with Adobe Creative suite, specifically using Photoshop, Illustrator, InDesign; 
experience with Canva and/or other graphic design software 

Experience with WordPress and familiarity with HTML 

Experience with social media platforms: Facebook, LinkedIn, Instagram, Twitter, Telegram, WhatsApp 

Familiarity with additional platforms like Salesforce, MailChimp, Canvas, Slack, is a plus 

Experience with video creation and editing 

Education and  
Experience Required: 

Education: Bachelor’s degree required; business, communications, marketing, international relations 
with focus on communications or related degree.  

Years of Experience: Minimum 2 years of marketing communications experience. 

Physical Demands of 
Position: 

Domestic and international travel may be required.   
Work on weekends, holidays, and evenings may be required.  

 
A review of this position has excluded the marginal functions of the position that are incidental to the performance of 

fundamental job duties.  All duties and responsibilities are essential job functions and requirements are subject to 
possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the 
incumbent will possess the skills, aptitudes, and abilities to perform each duty proficiently.  Some requirements may 
exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others.  The 

requirements listed in this document are minimum levels of knowledge, skills, and/or abilities.   
 

This document does not create an employment contract, implied or otherwise, other than an “at will” relationship. 


