



NATIONAL ASSOCIATION OF REALTORS®
Job Description
Job Title: Community Affairs Program Coordinator

Department: Government Affairs
Status: Full Time
FLSA Status:

Reports to: Government Affairs Director (GAD)
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  

POSITION SUMMARY:
The Community Affairs Program Coordinator is responsible for managing and administering local community affairs activities for the association, in support of government affairs programs. Community affairs efforts should coincide with advocacy efforts to help build the REALTOR® brand and influence in the region. This position includes coordination with both the National Association of REALTORS® and the state association.
ESSENTIAL FUNCTIONS:
· Committee Liaison: Staff liaison to the Community Affairs Committee. Works with the chair to set agendas, invite guest speakers, and educate the committee. Works with committee to identify charitable and community partners, action strategies, and develop minutes.  Updates the committee on local, state, and national collaborative efforts

· Grant Writing: Supports government affairs programs in tandem efforts to support advocacy, while engaging members and homeowners in community-based efforts. Leads efforts to secure NAR PlaceMaking Microgrants, and the execution of such projects. 
· Community Groups: Joins one community organization (Rotary, Kiwanis, etc.), and interacts with others to promote association activities and build the brand. Serves on community coalitions for this same purpose. 
· Housing Affordability: Engages local efforts through partnerships with towns and cities, and other non-governmental organizations to promote efforts that cultivate housing affordability in the region. 
· Education: Write articles for the newsletter, blog, and uses other communication vehicles to educate the association membership about community-based efforts, related initiatives, fair housing, REALTOR® safety, and housing affordability.
· Branding: Supports the Communications Director to assist in earning media coverage for related issues. 
· Administration: Assists Government Affairs Director (GAD) with budget for community affairs. Maintain department files, and serves as key contact for association staff relating to community affairs activities.   
·  Core Standards: Assists the GAD to ensure that the association meets NAR’s Core Standards advocacy compliance criteria annually.   
QUALIFICATIONS:
· 2-4 years’ experience in community or public affairs

· Bachelor’s degree preferred

· Excellent interpersonal and communications skills, both verbal and written

· Ability to take complicated information and communicate it simply. 
WORK ENVIRONMENT AND PHYSICAL DEMANDS:
Work hours as noted in the policy manual, with the exception occasional evening and weekend activities. Travel out of town once or twice annually for two to four days. In addition:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


