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Job Description 
	Position Title: 
	Public Relations Project Coordinator
	Division/Department:
	Public Relations and Communications Strategy
	Reports to:
	Director of Public Relations and Communications Strategy

	FLSA Classification & Position Type:
	Non-exempt/Full-time

	Supervisory Position:
	Non-supervisory

	Location:
	Headquarters, Culpeper, VA (Hybrid)


JOB SUMMARY	
The Association of Social Work Boards provides support and services to the social work regulatory community to advance safe, competent, and ethical practices to strengthen public protection.
The Public Relations and Communications Strategy team works to elevate the association’s voice, build relationships with media outlets and industry partners, and position our leadership and members as trusted voices in the profession.
The Public Relations Project Coordinator supports the Public Relations and Communications Strategy team in advancing the association’s visibility and reputation. This role focuses on coordinating media relations, supporting thought leadership initiatives, and assisting with speaking engagements and conference participation across the organization. The ideal candidate is a detail-oriented communications professional who thrives on managing multiple moving parts, building relationships with external partners, and helping translate organizational expertise into public-facing opportunities.
ESSENTIAL FUNCTIONS 
Essential functions, as defined under the Americans with Disabilities Act, may include the following tasks, knowledge, skills, and other characteristics. This list of tasks is illustrative ONLY and is not a comprehensive listing of all functions and tasks performed by positions in this class. It does not imply that all positions within the class perform all the duties listed, nor does it necessarily list all possible duties that may be assigned. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.
Media Relations

Support the development and distribution of press releases, media advisories, and pitches
Help maintain and grow relationships with relevant journalists, editors, and media outlets
Monitor relevant media coverage and industry news and compile coverage reports
Respond to routine media inquiries and route others to the appropriate spokespeople
Assist in the preparation of briefing materials and talking points ahead of media interviews
Thought Leadership
· Assist in the development and placement of op-eds, bylined articles, blog posts, and other thought leadership content within profession-appropriate outlets and platforms
· Coordinate with internal colleagues, including ASWB staff leadership, members, and volunteers, to gather insights and source content for thought leadership initiatives
· Track industry trends and conversations to help identify timely opportunities for the association to contribute its perspective
· Work with the Senior Manager and Director to maintain an editorial calendar for owned and placed thought leadership content
Speaking Engagements and Conferences
Identify, track, and help secure speaking opportunities for association leadership and subject matter experts at conferences, panels, and industry events
Coordinate logistics for speaking engagements, including submissions, scheduling, travel confirmation, communications/marketing materials, and briefing information
Maintain a calendar of relevant conferences and events, and flag strategic opportunities for department and association leadership
Support the development of speaker talking points, bios, and presentation materials in partnership with subject matter experts
General Department Support
· Maintain department records, including media contact lists, speaker rosters, and media outlets
· Support the planning and execution of public relations-related events or campaigns
· Assist with reporting on public relations and communications metrics (media placements earned, speaking engagements secured, thought leadership output executed, etc.)
· Collaborate with the broader Public Relations and Communications Strategy team on integrated messaging and campaigns
ADDITIONAL FUNCTIONS 
Attend and regularly contribute to PRCS and other ASWB team meetings
· Perform additional responsibilities related to the promotion and success of the association
ESSENTIAL SKILLS
Strong written and verbal communication skills
Attention to detail and quality assurance
Proofreading and editing competencies
Excellent organizational skills and ability to manage multiple projects and deadlines simultaneously
Expert level skills in the Microsoft Office software suite
Willingness and ability to learn new computer software and adapt to department needs
Comfort working across internal teams and with external partners, including media contacts, conference organizers, and vendors
Experience in the nonprofit or association sector
Familiarity with media monitoring or press release distribution tools
Experience supporting conference or event logistics
JOB REQUIREMENTS AND QUALIFICATIONS (education and experience) 
Bachelor’s degree in Communications, Journalism, Public Relations, or a related field, or equivalent professional experience
3-5 years of experience in communications, event coordination, public relations, or a related role
OTHER INFORMATION AND EXPECTATIONS 
Basic understanding of media pitching and journalist relationship-building
· Perform duties in alignment with ASWB’s organizational culture
· Demonstrate a strong commitment to ASWB’s mission and to promoting diversity, equity, inclusion, and justice
· Assist in maintaining organization confidentiality and examination security by monitoring the level of disclosure of information by other staff members, consultants, and volunteers; escalate security issues when appropriate
· Work effectively using discretion, independent judgment, and minimal supervision
· Maintain strict adherence to the association’s policy on confidentiality in all matters regarding the examinations and other business information about the association 
· Seek and participate in ongoing professional development related to the position and the association environment 
WORK ENVIRONMENT, TRAVEL AND EXPECTED WORK HOURS
ASWB is committed to a diverse and inclusive workplace culture that welcomes and appreciates all individuals regardless of race, gender, gender identity/expression, age, ethnicity, ability, sexual orientation, socioeconomic status, religious affiliation, or national origin and culture. 

ASWB operates a hybrid work model, offering flexibility between in-office and remote work. Typical business hours are 8:30 a.m. to 5:00 p.m.; however, ASWB emphasizes results-based productivity. Reliable high-speed internet is required for remote work. Occasional travel (up to several times per year) may be required to support association meetings or business needs. 
PHYSICAL DEMANDS 
Performing the duties of this job with or without accommodations include,  
· Prolonged periods of sitting at a desk and working on a computer
· Ability to lift up to 15 pounds at times
· Ability to travel as needed
EEO STATEMENT
[bookmark: _Hlk69904519]ASWB provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by federal, state, or local laws. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training.
This job description is intended to describe the general nature and level of work being performed by individuals in this position. It is not intended to be an exhaustive list of all responsibilities, duties, and skills required. ASWB reserves the right to modify the scope of this position based on business needs, organizational changes, or other factors. 
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This job description has been approved by all levels of management:

Director of Public Relations and Communications Strategy ______________________________________

HR____________________________________________________________________________

Employee signature below constitutes understanding of the requirements, essential functions,
and duties of the position.

Employee________________________________________ Date________________________
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