
 
We don’t sell mops; we gather moms. Here at MOPS, we believe in the simple but revolutionary idea 
that remarkable things happen when moms come together. That’s why we rally women, in their own 
neighborhoods, to help them become more brave, kind and honest, one gathering at a time. We have a 
lasting impact, with a goal to reach 1 million moms. 

We’re a family friendly, faith-based organization looking for hungry, smart and humble individuals to 
grow MOPS and make us better at cultivating communities of moms around the world. We have fun as 
we work, and when all else fails we eat chocolate and drink coffee together. 

If you feel called to help us reach our goal and influence moms around the globe, we want you to apply. 
If serving moms isn’t enough, we also offer benefits like health insurance, a retirement plan that MOPS 
matches, and lots of holidays and vacation days. So, get ready to work hard, laugh often and celebrate 
victories with us along the way. 

MOPS International is looking to hire a full-time, rock star Marketing Project Coordinator. This person’s 
focus will be to stay one step ahead of the Marketing Team.  

Here’s what you need to know: 

Marketing Project Coordinator 

Key Responsibilities 
Project Management 

• Ensure Marketing projects are executed on time with excellent communication, 
production, and completion of marketing projects 

• Manage all Marketing Projects through defined processes (using tools such as 
Asana, Fusion, etc.) 

• Work with requesting teams to determine and clearly define project scope and 
objectives 

• Predict resources needed to reach objectives and manage resources in an effective 
and efficient manner 

• Track project costs in order to meet budget 
• Develop and manage a detailed project schedule and work plan, respond to 

adjustments as needed 
• Provide project updates on a consistent basis to various stakeholders about strategy, 

adjustments, and progress 
• Manage contracts with vendors and suppliers by assigning tasks and communicating 

expected deliverables 
• Monitor progress and make adjustments as needed 
• Measure project performance to identify areas for improvement 
• Execute marketing campaigns for Leadership Experience, Sales, Development, 

Global, renewal, MOMcon, membership, new programs, and other initiatives 
• Manage outsourced relationships with printers, fulfillment houses, vendors, and 

contract labor to achieve marketing goals 



 
• Work with marketing team to prioritize projects, campaigns and communication 

based on organizational priorities  
• Oversee production of all print materials 
• Oversee marketing and design of MOPS store products 
• Coordinate approvals necessary for all projects 
• Compile data and engagement numbers in order to create campaign summaries to 

help assess impact and success of each individual campaign  
• Other duties as assigned 

 
Email 

• Execute all emails through external sources (i.e. Mailchimp) 
• Report on email metrics to gauge success of email campaigns and inform the most 

powerful strategy 
• Oversee and manage all automated emails to ensure content is always up to date as 

it is impacted by changes 
• Schedule, review and approve all emails for brand consistency, design, photos, 

messaging, and mobile optimization 

Job Qualifications 
• Follower of Jesus and able to faithfully sign and uphold the MOPS Faith and Values 

Statement 
• Proven communicator in a variety of communication settings: one-on-one, small 

group, and large group; and among diverse styles and position levels 
• Demonstrated passion for creating continuously improving processes, systems and 

communication throughout the organization to contribute to a high performing culture 
• Experience developing communications using emerging media and various delivery 

methods of electronic communications 
• Proven project management skills 
• Ability to handle high volume of work 
• Excellent organization skills 
• Fun-loving attitude and great collaboration skills 
• Team building experience 
• Skills in Microsoft Office: Excel, Word, PowerPoint and Outlook. Experience in Asana 

preferred. 
• Bachelor’s Degree in marketing, sales, or project management preferred. Can be 

substituted for experience 
• Three years of marketing experience preferred  

 
Details   

The Marketing Project Coordinator position is full-time, in-office position with an hourly rate between 
$16.00 and $18.00/hr. depending on experience.  This position is eligible for all of our benefits. 



 
So, pick up your laptop, send us your cover letter and resume to employment@mops.org so that we can 
get to know you better! Don’t be shy, tell us why this is the perfect job for you and why you’re excited 
about our mission.   

We can’t wait to hear from you!   

 

  


