
 

 
 

PO Box 639, Worth, IL 60482 | P: 708.233.0555 | F: 708.233.0339 | Toll Free: 1.888.925.2887 | ZAKAT.ORG | info@zakat.org | Tax ID 36-4476244

 

Public Relations Coordinator  

Job Description 

This position is responsible for being the spokesperson for Zakat Foundation of America (ZF) with the 

media and government. The Public Relations Coordinator works closely with the Communications 

Director to present an accurate depiction of ZF's mission and values.  

The Public Relations Coordinator must thrive in a fast-paced environment and quickly comprehend and 
act on changing priorities when necessary. This position requires the ability to prioritize projects and 
tasks with little supervision.  
 
Duties and Responsibilities  

 

 Write or edit the final materials intended for general public, including but not limited to: press 
releases and magazine articles for multiple mediums. 

 Provides public relations planning and response for key strategic initiatives, programs, special 
projects, events and breaking news or potential crises. 

 Actively seeks out opportunities for ZF Leadership to participate in public forums.  

 Networks with local, national, and international media, to assure our press releases and reports 
are printed 

 Maintains press database, media advisories feature articles and other public relations materials 
as required. 

 Generates ongoing news coverage and public awareness through media relations. 

 Meet as necessary with the communication team to properly understand what ZF is doing and 
get well-acquainted with its programs worldwide. 

Requirements  
 

1. Minimum 3 years of relevant work experience.  
2. Strong time management skills. 
3. Able to write clearly, concisely, and professionally.  
4. Able to meet deadlines on short notice.  
5. Previous experience with Muslim-based charities a plus. 
6. Candidate must assure honest, timely and responsible dealings in all meetings, interactions, 

travel and any other activity conducted as ZF spokesperson.  
7. Must assure transparency and efficient communication at all times. 
8. Confidentiality: Assure discreet handling of all ZF related business. 
9. Computer skills: PC operating systems; Outlook / email; MS Word, and Google Drive. 
10. All applicants must be U.S. citizens, U.S. permanent residents, or otherwise legally authorized to 

work in the U.S. No visa sponsorships. 
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Environment 

1. Position requires frequent and regular phone and computer use. 
2. Workplace is smoke-free and drug-free environment. 
3. Equal opportunity employer 

 
To Apply 

1. Submit a cover letter describing your interest in this position, résumé, and salary requirements. 
Incomplete applications will not be considered. 

2. Email applications to jobs@zakat.org with PR COORDINATOR/WRITER–YOURLASTNAME in the 
subject line. 

3. No phone calls will be accepted regarding this position. 
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