
 

 
 

Community Relations Coordinator 
Development 
 
Who We Are 
Second Chance is a place where justice involved San Diegans go to find hope, purpose and opportunity. 
Offering eight evidence-based programs, each staffed by a dedicated team of caring professionals, 
Second Chance is regarded throughout the greater San Diego area as a leader in helping formerly 
incarcerated and justice involved citizens successfully reintegrate into society. 
 

What We Do 
Second Chance helps hundreds of formerly incarcerated youth and adults receive the services they need 
to find a better path through job readiness training, case management, counseling, and transitional 
housing programs.  We are dedicated to our mission of “disrupting the cycles of incarceration and 
poverty to help people find their way to self-sufficiency.”   
 
We believe that everyone, regardless of their past, deserves the chance to shape a stronger future for 
themselves, their family, and their communities. 
 

Who We’re Looking For 
Community Relations Coordinator, Full Time 
We’re looking for smart, compassionate, and resourceful change-agents with a passion for inspiring 
others to better themselves.  To be successful, you’ll have to be a loyal and dedicated critical thinker; a 
creative problem solver who doesn’t shy away from challenges and takes pride in everything you do. 
You believe anything worth doing is worth doing right, every single time. If you don’t know the answer, 
you’ll dig to find it. You love people. You enjoy leading others. You value diversity and embrace change. 
 
The Community Relations Coordinator, Development reports to the Chief Development Officer. This 
position is responsible for performing a broad range of administrative, outreach, and special event 
functions with the ultimate goal of developing enthusiastic, lifelong donors and supporters. The 
Community Relations Coordinator will form relationships with various members of the community, 
media, and public.  Under the supervision of the Chief Development Officer, is responsible for 
marketing, graphic design, social media, and public relations. The ideal candidate will be an outgoing, 
highly-organized problem-solver with the ability to see the “big picture.”  
 
Public and Community Relations 

• Develop and implement PR strategy to support brand awareness, fundraising and outreach 
efforts. 

• Cultivate mutually beneficial relationships with local and regional media outlets and individual 
journalists to facilitate story placement and coverage. 



• Create, edit, and produce videos, infographics, and other illustrative content for purposes of 
visual storytelling. 

 
Social Media and E-Communication 

• Design and execute social media strategy through comprehensive/competitive research, best 
practices, platform determination, benchmarking, and messaging and audience identification.  

• Write and develop content and visual elements for e-newsletter, mission moments, “e-blasts” 
and website content. 

 
Administrative 

• Handle confidential and time-sensitive information. 
• Record all donor and donation information electronically. 
• Create and/or maintain spreadsheets, presentations, and donor database. 

 

What Skills Do You Need? 
This is challenging work. A positive “can do” spirit is a must. Skills for this specific role include: 

• Savvy with Microsoft Office, Constant Contact, Photoshop, InDesign, and other Adobe products 
with an interest in learning new systems and software programs. 

• 1 -3 years of professional experience in communications, marketing, public relations, 
development or related experience. 

• Collaborative approach and a positive attitude; good sense of humor a plus. 
• Ability to take a project from conception to completion with little supervision. 
• Exceptional writing and proofreading skills across multiple platforms. 
• Experience using analytics to evaluate marketing, public relations, and social media efforts. 
• Ability to maintain the highest degree of sensitivity and confidentiality of information and 

discretion.  
 

 Preferred 
• Previous experience working in a marketing or public relations agency. 
• Proficiency with graphic design and video editing tools. 
• Experience with website content management (Squarespace or other CMS, HTML, CSS). 
• Proficiency in donor database or other CRM software. 

 
Education 

• College degree with Marketing or Communications focus preferred or comparable field is a plus 
but NOT required for the right candidate (with the right experience).  

 
What We Offer 
Purpose.  Many places will offer you a job. At Second Chance you will change lives. Our work is that 
rewarding. It is what makes our employees stay and others return.  
 
Job salary and benefits… 

• This position is non-exempt (hourly), full-time,. The rate of pay is $ 19-22  per hour.  
• Employer paid medical and life insurance for employees 
• Vacation and Sick Leave benefits 
• And more! 



 
If you are seeking a rewarding career where you can make a meaningful difference alongside a world-
class team, then Second Chance wants you. Join us.  
 
We’re committed to giving justice-involved individuals a Second Chance.  
 
Are you? 
 
To apply, please email a cover letter and resume with a list of three professional references with 
“Community Relations Coordinator, Development” in the subject line to 
jobs@secondchanceprogram.org 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Second Chance Program, an equal opportunity employer, values the diversity of our workforce and the knowledge of our people.  
Second Chance Program will not discriminate against an applicant or employee on the basis of race, color, religion, national origin, 
ancestry, sex/gender, age, physical or mental disability, military or veteran status, genetic information, sexual orientation, gender 
identity, gender expression, marital status, or any other characteristic protected by applicable federal, state or local law.  Auxiliary 
aids and services are available upon request to individuals with disabilities. 
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