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Caring Coordinator
Job Description


I. Job Purpose / Summary
Performs a variety of duties with excellence and professionalism supporting Company’s Caring Culture and Caring Team. Serves as a “Cheerleader” for Company’s Caring Culture, living out our Caring Vision and Core Values. Strives for continuous improvement, seeking fresh ideas and pursues new innovative Caring opportunities for our employees, their families and communities. 

II. Essential Function / Responsibilities
· Caring Team Support
· Events coordination and Volunteer projects administrative support
· Caring Funds administration
· Caring Team meeting agenda, minutes, and metrics
· “Caught You Caring” (or equivalent program) coordination
· Caring Activity and/or program execution
· Caring Culture Communication Coordination
· Provides timely and effective communication of Company’s Caring events and activities to employees and their families
· Helps develop creative and impactful communication opportunities
· Perform related duties as required and provide occasional HR Department back-up support. 



III. Skills/ Certification
· Microsoft Office
IV. Minimum Education and Work Experience Required
· Associate Degree
· 3-5 Years of related work experience
V. Accountability
· Timely, courteous and respectful response to our employee needs, maintaining confidentiality, accurate reporting and communication
· Maintains high level of trust with employees, their families and community organizations
· Treats all internal and external customers with dignity and respect
VI. Equipment
· Computer with Microsoft Office


General Sign-off
The employee is expected to adhere to all policies and procedures. I have read and understand this job description.


Signature	 ________________________________  Date ___________________





DISCLAIMER: 
This job description indicates the general nature and level of work expected of the candidate. It is not designed to cover or contain comprehensive listing of activities, duties or responsibilities required of the candidate. The candidate may be asked to perform other duties as required and the responsibilities of the position may change. 
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