
The Friendship Center:  Outreach and Education Coordinator (full-time) 
 
The Friendship Center of Helena is seeking a mission-minded, visionary 
Outreach Coordinator to join our dedicated team.  The Friendship Center 
(TFC) serves survivors of domestic violence, sexual assault, and stalking.   
 
If you have a passion for public speaking, outreach and education and if you 
are self-motivated, creative, and want to be part of a small but mighty team of 
professionals dedicated to our mission, then please read on: 
 
Career Opportunity:  Outreach Coordinator 
 
Organization: The Friendship Center 
 
Work location: The Friendship Center, Helena, MT 
 
General Schedule:  This is an hourly, full time, 40 hour/week position.   

Salary (depending on experience and qualifications): $19-$23/hour plus 
benefits.  Full time employees are eligible for benefits, including health, dental, and 
vision insurance; life insurance; paid time off; paid holidays; and retirement 
benefits. 

To apply:  Email a cover letter, updated resume, and contact information for three 
professional references to Jenny Eck at jenny.e@thefriendship.org. 
 
Summary/Objective:  The Outreach Coordinator will work closely with the 
Executive Director and other staff to develop and expand the Friendship Center’s 
outreach and education efforts.  This means serving in a leadership role responsible 
for guiding all aspects of the organization’s outreach and education efforts, in 
partnership with the Executive Director.  The role will include developing 
presentations for partner organizations, civic groups, and school classes on the 
work of the Friendship Center:  on healthy relationships, the dynamics of abusive 
relationships, and how to appropriately respond to domestic violence, sexual 
assault, and stalking in our communities.  The Outreach Coordinator is responsible 
for developing and implementing a social media plan as well as working with the 
Executive Director to think more broadly about how we can more proactively 
engage the public, students, and law enforcement agencies on our issues, especially 
in rural areas.  This will include planning educational events and posting 
informational posters in the communities we serve. The Outreach Coordinator will 
also help in developing a teen council, will do some volunteer coordinating, and will 
also be asked to take shifts covering the Friendship Center’s crisis line.  The ideal 
candidate is creative, open to new ideas, enjoys public speaking and event planning, 
is good at networking, is outgoing and works well with others but is also self-
motivated, taking the initiative on projects.   
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• Identify opportunities for outreach and education efforts including schools, 
senior centers, civic groups, community events, and partner organization 
meetings and conferences (including virtual outreach opportunities).   

• Identify new and creative ways to connect with a diversity of audiences  
across our community and beyond, including online. 

• Collect, compile and analyze data for inclusion in curriculum development, 
local funder reports, and for state grant applications. 

• Measure, track and report on all outreach activities, making sure our 
outreach efforts match our grant requirements. 

• Create, write, produce and distribute outreach and educational materials. 
• Aid Development Director with development events, including Friendship 

Friday luncheons and our October fundraising luncheon. 
• Oversee, write and manage all social media and web content, with input from 

Executive Director, Development Director, and other staff.  
• Help with updating the website with accurate educational content. 

Knowledge, Skills, and Abilities required:  
 

• Two years relevant work experience, with demonstrated success in public 
speaking. 

• Familiarity with social media and online communication (Instagram, Twitter, 
Facebook, and understanding of data analytics, etc.) 

• Excellent writing, communication, and interpersonal skills 
• Ability to work independently and take initiative 
• Competence with office software and database platforms 
• Competent using Zoom and other online platforms for virtual outreach 
• Proven organizational skills, attention-to-detail, and project management 

with self-discipline to follow up and follow through 
• High energy, confident, with professional demeanor 
• Existing familiarity around the dynamics of sexual and domestic violence 

would be a definite plus. 
 
Special Work Requirements: 
 

• Prior to employment, you will be required to pass a background check 
• Travel as required to other communities for outreach, meetings, and 

trainings.  Some overnight travel may be required.   
 
Minimum Qualifications: Education: 4-year degree (BA/BS) and a minimum of 2 
years’ experience in a position with related duties.  Excellent communication skills, 
both verbally and written.  Excellent interpersonal skills. Must be detail-oriented, 
highly organized, and efficiently manage time.   
 
Position applications will be reviewed starting October 19th, 2020 and on a rolling 
basis until a hire is made.  Please send your cover letter, CV, and 3 professional 



references to jenny.e@thefriendshipcenter.org.  If you have additional questions, 
please contact Jenny Eck at (406) 442-6800. 
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