
 

Oxford Circle Christian Community Development Association 
 
COMMUNICATIONS SPECIALIST (PART-TIME)   
September 23, 2020 

 
SUPERVISOR:  Economic Development Coordinator 
 
SUMMARY:  Based in the Oxford Circle neighborhood of Philadelphia, PA, the Oxford Circle Christian 
Community Development Association (OCCCDA) is seeking a Communications Specialist. The mission of 
OCCCDA is “to extend healing and hope in the Oxford Circle community, believing that God’s purpose of 
reconciling all people to Jesus leads us to minister on spiritual, physical, social & economic levels.”  
 
COMPENSATION: $15 per hour for 20 hours per week.   
 
JOB QUALIFICATIONS:   
 An understanding of and a commitment to carry out the mission of Oxford Circle CCDA 
 Demonstrated organizational skills; a keen eye for details. 
 Able to present ideas and opinions clearly and concisely, both written and orally 
 Demonstrated ability to take initiative  
 Bilingual in English and Spanish a plus 
 Competency in Google Suite, social media, and email marketing 
 Bachelor’s degree plus 1-year experience in related field.  An equivalent combination of education 

and experience may be considered. 
 

 
DUTIES AND RESPONSIBILITIES:  
 

 Responsible for posting on social media including Facebook and Instagram for OCCCDA to share 
business and community resources, job openings, events, program information, and other 
valuable information  

 Update OCCCDA website and check newsletter sign-ups and questions sent via the website. 
 Develop content for email communication to businesses and community. 
 Communicate to OCMC about weekly updates in their newsletters. 
 Provide marketing support to The Exchange Thrift Store staff. 
 Provide support on communication materials targeted to donors including annual report, online 

monthly newsletters, etc.   

 Assist small businesses with marketing including getting on google and other technical assistance 
support. 



 

 Oversee interns on projects as available.  

 Assists with promotional campaigns and special events drawing new customers to neighborhood 
businesses. 

 Encourage resident participation in local events by sharing information,  

 Communicate and market OCCCDA programs and events using different strategies depending on 
the target audience.   

 Design flyers and other marketing materials as needed.   

 Provide general office and administrative support. 
 

 
*Note:  This is a broad description incorporating the types of duties and responsibilities performed.  It is 
recognized that more specific tasks and duties not mentioned will also be performed.   

 

HOW TO APPLY: Qualified candidates are invited to submit their resume via e-mail to:  
pearlwh@occcda.org.   

mailto:pearlwh@occcda.org

