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May 6, 2026 
 
Job Title: COMMUNITY ENGAGEMENT COORDINATOR 
Part-Time Position: Start Date: June 2026 
Compensation range: $18 - $20 per hour 
Hours: 14–25 hours per week, including Fridays and Saturdays. 
Reports to: Executive Director 
 
APPLICATION INSTRUCTIONS:  
Interested candidates should submit: 
• A resume 
• Three professional references 
Deadline: May 26, 2026 
Submit to: Ginger Savage, Executive Director 
Email: ginger@crossroads-arts.org 
 
Saturday Front Desk & Community Engagement 
 
• Staff the front desk independently during Saturday business hours. 
• Provide excellent customer service, process sales, answer questions, and support visitors, donors, and 
community members. 
• Serve as a warm, welcoming representative of Crossroads, ensuring all guests feel valued and 
informed.                                                                                                                                                                                            
• Share information about current and upcoming Crossroads classes, programs, and opportunities to 
participate.  
• Support donor and sponsor engagement during open hours. 
•Provide support to staff and volunteers working with Crossroads events- expected that with the 
selection of a self-starting candidate this position could grow into an Events Coordinator role over time.  
 
COMMUNICATION & COLLABORATION 
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• Communicate clearly, professionally, and with warmth across all interactions, including with Executive 
Director, staff, volunteers, board members, donors and community partners.                                   
• Contribute creative ideas to increase community participation, visibility, and engagement in 
Crossroads events and programs. 
• Work collaboratively with the Executive Director, Education Coordinator, Community Art Director,  
Volunteer Event Committee, and other staff to ensure cohesive planning and messaging. 
• Coordinate volunteer recruitment, scheduling, and communication for events and special initiatives. 
• Maintain consistent communication with donors and sponsors, ensuring timely follow-up and accurate 
information. 
• Foster a culture of respect, teamwork, and shared purpose.     
                                        
ADMINISTRATIVE RESPONSIBILITIES 
 
• Weekly Management of Crossroads Membership and Donor Program.  
•Maintain accurate event records, donor information, and communication logs. 
• Use organizational systems and tools (database, point-of-sale, communication platforms) in alignment 
with Crossroads standards. 
• Prepare reports, summaries, and documentation related to events, fundraising, and donor engagement. 
• Track event outcomes, participation, and trends to support continuous improvement. 
• Manage event budgets, receipts, and financial documentation in coordination with the Executive 
Director. 
• Ensure all administrative tasks related to events are completed in a timely and organized manner. 
 
ORGANIZATIONAL VALUES & PROFESSIONALISM 
 
• Model behaviors and communication that reflect Crossroads’ mission, core values, and commitment to 
dignity, respect, and inclusivity. 
• Represent Crossroads with professionalism, kindness, and integrity in all interactions. 
• Build positive relationships with staff, volunteers, donors, sponsors, and community partners. 
• Uphold confidentiality, safety practices, and ethical standards. 
• Support a culture of learning, teamwork, and continuous improvement. 
• Demonstrate adaptability and a willingness to take on additional responsibilities as organizational 
needs evolve. 
 
ESSENTIAL QUALIFICATIONS 
 
• Strong organizational skills with the ability to manage multiple priorities and deadlines. 
• Excellent communication skills: written, verbal, interpersonal, and digital. 
• Experience with event planning, customer service, or community engagement. 
• Comfort with technology, including Microsoft Office Suite, Canva, Constant Contact, social media 
platforms, and point-of-sale systems. 
• Experience with database management or willingness to learn. 
• Ability to work independently and exercise sound judgment. 
• Attention to detail and commitment to accuracy. 
• Ability to lift up to 50 lbs for event setup and cleanup. 
• Confidence and composure in fast-moving environments. 
• Availability to work Fridays and Saturdays. 


