
 

Medical Education Resources 
Initiative for Teens, Inc. 

Baltimore, Maryland 
E-Mail: Leadership@MERITBaltimore.org   

  Web: www.MERITBaltimore.org 

 

MERIT Community Engagement Coordinator Job Description 
Who We Are 
MERIT Health Leadership Academy is a non-profit organization dedicated to transforming Baltimore City high school 
students into health care leaders by preparing them for success in college and beyond. MERIT Scholars cultivate a deep 
understanding of their individual roles in solving health disparities through three years of intensive programming including 
weekly Saturday sessions, summer internships, and longitudinal mentoring. Scholars graduate with a burning passion for 
achieving health equity, a clear vision of how to reach their goals, a toolkit of knowledge and skills necessary for earning 
undergraduate and graduate degrees, and a close-knit community of peers and mentors who will continue to work 
collaboratively toward their collective goal of becoming community change agents.  For more information, please visit our 
website at www.meritbaltimore.org 

 

Who We’re Looking For 

As MERIT prepares to enter it’s 10th year, the program will serve 170 high school scholars and over 100 alumni, in college 
and beyond. To get to this scale MERIT has grown exponentially over the past three years. To support this growth, MERIT 
needs additional capacity to support recruitment of teachers, volunteers (e.g. teaching assistants, tutors, and mentors), and 
partners (e.g. clinical preceptors and community health mentors). The Community Engagement Coordinator (CEC) will 
work with the Executive Director to achieve the organization’s community engagement, marketing, and recruitment goals. 
The CEC will also lead MERIT’s marketing and communication efforts, telling our story across all communication 
platforms. Finally, the CEC will be responsible for planning MERIT’s events including symposiums, alumni luncheons, 
donor engagement events, and more.  

We are looking for someone who is passionate about our mission of increasing diversity in the health workforce. The CEC 
will be required to interact with a wide range of stakeholders including teachers, health care professionals, mentors and 
MERIT full time staff. The role is complex, so he/she must be highly organized, goal-oriented, and a proactive 
communicator. Furthermore, the CEC will manage his or her calendar and must tolerate a non-traditional schedule.  During 
the school year, a typical workweek will include working the occasional Saturday and taking subsequent Mondays off.  

The CEC will spend a lot of time interacting and recruiting a diverse range of interested MERIT stakeholders. While it is not 
necessary for the CEC to have health or science expertise, he/she will need to adequately explain the need for engaged 
stakeholders to support scholars in reaching key career milestones.  

 

Specific Qualifications 
• Bachelor’s degree required, education, non-profit management, science or another relevant degree preferred. 
• Experience working with middle and/or high school students, preferably from low-income backgrounds. 
• Exceptional communication and writing skills. 
• Event planning and volunteer recruitment/engagement experience preferred. 
• Demonstrated interest in issues that impact the education and health of under-served communities. 
• Adept at managing a dynamic workload to meet deadlines and achieve goals. 
• Proficient in basic Microsoft Office Applications: Excel, Word, Powerpoint. 
• Willingness to develop professional skills and adapt to the organization’s changing needs in a self-motivated manner. 
• Must have transportation access to travel to recruitment events (mileage will be reimbursed).  
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Roles and Responsibilities 

Overall the Community Engagement Coordinator will be responsible for being the front door into the MERIT organization 
for prospective paid instructors, partners (clinical and community health) and volunteers (teaching assistants, tutors, 
mentors). The CEC will also be responsible for telling the MERIT story through all communication platforms including 
social media, newsletters, earned media, website, and more. Finally, the CEC will manage all events for the organization, 
with support from the rest of the team.  
  
Volunteer/Instructor Recruitment and Engagement (40% of time) 

1. Educational Volunteer/Instructor Recruitment:  The CEC will work with the Executive Director to expand 
MERIT’s volunteer and instructors base. The CEC will attend special networking events, work to maintain 
relationships with key volunteer sources (JHU Center for Social Concern, SOURCE, Urban Health Institute, etc.) 
and work to identify new sources of volunteers and instructors.  

2. Clinical Volunteer Recruitment: The CEC will work with the Executive Director to recruit clinical preceptors for 
the summer (i.e. doctors and nurses who our scholars can shadow). This will be done primarily through existing 
partnerships with Johns Hopkins Medicine and other Baltimore Medical institutions.  

3. Community Health Partner Recruitment: The CEC will also be responsible for recruiting community health 
partners to host scholars for their community health internships. This will be done through engaging current 
partners and working to develop new partnerships. 

4. Engagement and Gratitude: The CEC will be responsible for implementing engagement strategies and gratitude 
campaigns to increase the likelihood of all volunteers, instructors and partners returning to continue their service 
with MERIT and/or referring colleagues to the organization.  

 
Communication and Marketing (40% of time)  

1. Manage Marketing/Communications:  
a. Social Media: The CEC will manage MERIT’s presence and outreach on Facebook, Twitter, and 

Instagram.  
b. Newsletters: The CEC will create and send monthly newsletters through Mailchimp. 
c. Printed Materials: The CEC will develop printed marketing materials, such as flyers, through LucidPress 

or another graphic design tool.  
d. Public Relations: The CEC will lead outreach to media outlets, in partnership with the ED, to help 

MERIT gain media coverage.  
e. Website: The CEC will update MERIT’s website which is housed in the wix platform.  

2. Annual Communications Plan: The CEC will develop an annual communications plan in partnership with the ED 
to create a strategy and action plan for communications, across all platforms/channels listed above.  

 
Events (20% of time) 

• Plan Events: With support of the MERIT team, the CEC will plan all MERIT events including our two annual 
symposiums, two alumni luncheons, donor engagement events, and more. Other MERIT staff members will lead 
the development of content for events, but the CEC must manage all logistics including invites, food ordering, 
coordinating day of staff responsibilities, etc.  

• Event Follow-Up: The CEC will be responsible for prompt outreach to engage event attendees after the events 
take place.  
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Location 

1 N. Haven Street, Suite 4 

Baltimore, MD 21224 

 

Compensation and Benefits 

The Community Engagement Coordinator with be an Americorps VISTA Fellow, through the Maryland Out of School Time 
Network. Fellows will receive a modest salary, comprehensive benefits, and an education award. More details about 
compensation are available here. MERIT is open to providing additional compensation in the form of a rent/utilities 
stipend, paid directly to fellow’s landlord each month.  

 

Reporting Mechanisms 

The Community Engagement Coordinator will report directly to MERIT’s Executive Director  

 

How to Apply 

To apply for this position, please submit your resume and cover letter via this form. Your cover letter should highlight your 
relevant experience and why you are prepared to succeed with the CEC roles and responsibilities. Include the names, 
emails, and phone numbers of at least two professional references in your resume. Please save the attachments as 
LastName_FirstName_Resume/CoverLetter/Narrative_CEC.  

 

Timeline 
Applications will be accepted, and interview will be scheduled on a rolling basis through April 15th  
Start Date: June 1st – Sept 1st (Flexible based on candidate availability)   
 


