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Communications Coordinator  
 
LAMB’s Mission: To create a self-directed learning environment in which children build a foundation 
of knowledge essential for a lifetime of learning while developing bi-literacy in English and Spanish.      

 
Responsibilities 
The Communications Coordinator has exciting opportunities for immersion in the life of the School with 
two primary areas of responsibility: managing the schoolwide events/calendar planning and 
coordination, and helping with ongoing school communications. The Communications Coordinator 
works closely with the admin and senior leadership team, PTO and staff to coordinate and communicate 
in a timely and clear manner with the full LAMB Community. The Coordinator will always be looking for 
ways to include new voices in our communications and ensure outreach is inclusive and supportive of 
LAMB’s diverse community. Communications tools at the Coordinator’s disposal include the LAMB 
website, bi-weekly bulletin, social media platforms and the screens in each of LAMB’s three buildings. 
The Coordinator will also support the admin team with scheduling and coordination as needed.  A more 
detailed list of responsibilities includes: 

 Coordinate the planning and promotion of the key events and activities via bi-weekly bulletin, 
website, social media and other communications channels as appropriate. 

 Work proactively with various staff, PTO and Board of Directors to gather appropriate updates 
and event details for communication. 

 Support Director of Family Engagement and School Information in coordinating and scheduling 
special school events. 

 Attend the Administration meetings to support coordination among executive team. 
 Support the Executive Director and Principal/Chief Academic Officer in bilingual communications 

to the community and staff and in other administrative tasks as needed. 
 Support the Board of Directors in bilingual communications to the community and staff and in 

other administrative tasks as needed. 
 Promote the School to new families at open houses and in outside promotion channels, with a 

special focus on channels targeting Spanish-language families. 
 Report on success of communications outreach and actively make recommendations for 

improving school communications. 
 
Qualifications 

 Bachelor’s degree and two years of related communications experience required. Experience 
working with a school preferred. 

 Fluency in Spanish and English strongly preferred. 
 Strong computer skills required, including proficient knowledge of Google Suite, MS Office. 

Familiarity with content management systems, publishing and photo-editing software a plus. 
 Excellent organizational skills and meticulous attention to details. 
 Ability to process, organize and share a large volume of information, ensuring that school 

communications are proactive, timely and accurate. 



 

 

 Ability to manage complex responsibilities and prioritize among multiple demands and 
deadlines. 

 Strong written and verbal communication skills. 
 A collaborative spirit and strong team ethic. 

 
Compensation 
Salary is commensurate with experience.  Generous benefits package includes medical insurance 
(health, dental, & vision), retirement plan, life insurance, short-term and long-term disability, flexible 
spending account (medical, dependent care, and transit), and vacation/sick leave. 
 
Only applicants meeting minimum qualifications for the position will be considered. Successful 
completion of a background investigation is required for employment in this position. LAMB welcomes 
resumes from all qualified applicants. Salary is commensurate with experience. No phone calls and no 
employment agencies please. 
 
Interested applicants should email cover letter including salary requirements and resume to Anna Marie 
Yombo, HR Coordinator at employment@lambpcs.org. 

 
 

 
 
The Latin American Montessori Bilingual Public Charter School does not discriminate on the basis of race, color, national origin, 

sex, age, or disability in admission or access to, or treatment or employment in, its programs and activities. 


