
 

Communication Specialist 



 
Human Resources Department    ●    2300 McKinley Avenue, El Paso, TX 79930    ●    (915) 562-3444 

 
 
Bienvivir All-Inclusive Senior Health (“Bienvivir”) is a community-based, participant-centered, 
comprehensive health care delivery program that advocates and promotes quality of life, optimum 
independence, and dignity for the frail elderly. Since 1987, Bienvivir has served the frail elderly 
population of El Paso, Texas by utilizing the Program of All-Inclusive Care for the Elderly model. 
Currently, Bienvivir provides comprehensive health care services to over 800 participants at three 
facilities in the El Paso area. 
 

Bienvivir is currently accepting applications for the following position: 
 

Communication Specialist 
 

GENERAL DESCRIPTION: 

Under the direct supervision of the Marketing Manager, the Communication Specialist will 
be responsible for establishing a viable public relations platform for the organization to 

ensure public awareness and public support of Bienvivir’s Mission and Vision. 

 

For a detailed description of the responsibilities and qualifications/requirements please read the 
attached job description. 

 
An Employer of Choice, Bienvivir offers eligible employees: medical insurance, a prescription drug 
plan, dental insurance, flexible spending accounts, life insurance, paid holidays, paid time off, a 
retirement plan, an employee assistance program, education assistance, and disability plans.  

 
Please visit our website for more information on how to apply at: 

 
www.bienvivir.org/employment/ 

 
A COMPLETED APPLICATION MUST BE SUBMITTED FOR CONSIDERATION. 

 
Bienvivir is an Equal Opportunity Employer / Affirmative Action Employer. 

Bienvivir participates in the E-Verify program. 
 
 
* As a condition of employment all new hires (and rehires) must satisfactorily clear a series of 
screening and background checks that includes, but is not limited to; immunization record, 
references, criminal history search, employee misconduct registry search, employability status check 
search, exclusions lists search, drug testing, and other required checks. All new hires (and rehires) 
are required to satisfactorily complete the mandatory new employee Orientation Program and job-
specific training. The Orientation Program may be delivered in a classroom setting, online, computer-
based, using demonstrations, one-on-one, on-the-job, or in any other manner required. 

http://www.bienvivir.org/employment/
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TITLE OF POSITION:   COMMUNICATION SPECIALIST 

CLASSIFICATION:    NON-EXEMPT 

RESPONSIBLE TO: MARKETING MANAGER 

LIFTING REQUIREMENTS:  UP TO 30 POUNDS 

EFFECTIVE DATE:   NOVEMBER 14, 2017 

REVISED DATE:    N/A 

 

 

GENERAL DESCRIPTION: 

 

Under the direct supervision of the Marketing Manager, the Communication Specialist will be 

responsible for establishing a viable public relations platform for the organization to ensure 

public awareness and public support of Bienvivir’s Mission and Vision.   

 

RESPONSIBILITIES: 

 

1. Works with Marketing Manager to develop a viable public relations platform for the 

organization.   

 

2. Drives creative development processes for communicating product/services to target 

population.   

 

3. Creates communications programs that effectively describe and promote the organization 

and its services through the production of graphics, product collateral, logos, or other 

promotional products.   

 

4. Based on customer financial, social and cultural preferences/demographics analytics, 

develop messaging architecture and competitive positioning to establish advantageous 

edge.  

 

5. Works with external vendors/consultants for design and execution of advertising 

campaigns for name and product recognition, organization events, and accelerated growth 

opportunities.   

 

6. Responsible for development of stories, news articles, and press releases, planned and 

reactionary, to local, state and national media.  Responds to media requests and follow-

up.  

 

7. Works with Marketing Manager to identify media opportunities by monitoring media 

cycles and updating media lists.   

 

8. Manage and maintain organization’s social media outlet and accounts, including content 

creation and curation. 

 

9. Develops internal communication vehicles to inform staff and to promote staff support of 

program mission and vision. 
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10. Coordinates the development, distribution and maintenance of all printed and electronic 

communications to include: 

 

   Quarterly newsletters for external audience  

   Quarterly newsletters for internal audience 

   Assists Marketing Manager in developing an annual report for public 

dissemination.   

 

11. Responsible for co-development and maintenance of organizations website.  

   

12. Responsible for organization’s social media outlet including Facebook, Twitter, LinkedIn 

and YouTube.   

 

13. Assists Marketing Manager in specifying most appropriate vehicles for communication 

with accompanying budget, timeframes and projected benefits. 

  

14. Works with Marketing Manager and senior leadership to develop emergency 

communications guide for top management post emergency occurrences.   

 

15. Participates in department monthly meeting by providing feedback and written reports on 

progress/issues on assigned responsibilities.   

 

16. Adheres to the values, standards, policies, work rules, and procedures of Bienvivir All-

Inclusive Senior Health.  

 

17. The above stated job responsibilities and job duties are not exhaustive. This position will 

perform other duties as assigned. 

 

18. Assists Marketing Manager in preparing meeting agenda, meeting minutes and 

invitations for Policies and Procedures/Standard Operating Procedure committee 

meetings.  

 

19. Assists Marketing Manager in the development of policies and procedures and standard 

operating procedures to ensure accuracy, consistency and clarity in administrative 

manual, portal and excel matrix.   

 

20. Manages the publication of the master matrix monthly; it involves editing, updating and 

creating the component matrix. Forwards and reviews information received from other 

department heads, updates, coordinates all components to produce an integrated master 

matrix.  
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QUALIFICATIONS / REQUIREMENTS: 

 

1. Requires a Bachelor’s degree in Journalism, Marketing or Public Relations.   

 

2. Must have at least three (3) years of relevant experience in a Marketing or Public 

Relations environment.   

 

3. Exceptional oral and written communication skills and strong attention to detail.   

 

4. Ability to translate complex technical concepts into language easily understood by 

diverse audiences. 

 

5. Ability to work independently and as part of a team.   

 

6. Ability to prioritize competing assignments to execute on tight deadlines. 

 

7. Experience with Microsoft Office (Word, Excel, and PowerPoint) as well as website 

content management, online marketing, social media network and website platforms.   

 

8. Bilingual English/Spanish preferred but not required.  

 

 

BIENVIVIR ALL-INCLUSIVE SENIOR HEALTH reserves the right to change or modify 

the job description and work hours as required by the program and business necessity.  

 

EMPLOYEE STATUS:   Full Time _____   Part Time _____   PRN _____   Temporary _____ 

 

EMPLOYEE SIGNATURE: ______________________________ DATE: _______________ 

 

EMPLOYEE PRINT NAME: ______________________________ 


