
Public Relations/Service Coordinator, Bilingual Spanish, and English 

Our organization is looking for a Public Relations/Service Coordinator who can objectively analyze a 

situation and make determinations that are best for our clients, the agency, and the public. The 
coordinator will be responsible for conducting home consultations, attending community events, 
assisting clients with service coordination, marketing and public relations, and building 
relationship with referral sources, clients, and the public.  

The position will play an integral role in building and engaging the Agency’s customer base, and 
creating effective strategies that will promote long-term growth. It will also assist our clients in 
understanding the full potential of our services while acting as liaison between them and 
programs. I addition to this, this position will be responsible for collaborating with departments to 
improve customer support programs and enhance customer satisfaction. 

We are looking for a compassionate, care-driven professional who believes in facilitating wellness 
for patients and their families. If you are a compassionate person with experience working with 
elderly or disabled patients, we encourage you to apply for an interview with us.  

Responsibilities and duties 

 Schedule monthly interactions with referral sources  

 Collaborate with other public resources to get the best results possible for each 
client 

 Attend weekly client case reviews meeting to report potential clients status to 
programs. 

 Ensure creative marketing materials undergo regular review and adhere to brand 
guidelines 

 Develop and communicate marketing plans, campaign results and project 
recommendations to senior management team 

 Utilize company resources to develop a filing system that keeps all potential 
clients files available digitally and in hard copy form 

 Ensure the inventory of presentation materials such as brochures and 
presentation folders are always up to date 

 Act as the primary customer service contact for clients who have questions about 
our services 

 Possess a strong understanding of our products, our competition in the industry 
and positioning 

 Follow the latest industry developments and stay up-to-date on competitors 

 Provide regular updates to clients on the progress of their case  

 Coordinate referrals both to and from our agency  

 Responsible for maintaining a high level of professionalism with clients and 
working to establish a positive rapport with every caller  

 Update customer information in the customer service database during and after 
each call  

 Assess the competitive landscape and recommend changes to programs in 
response to competitors’ changes  

 Establish a referral network with local businesses and find ways to maximize 
value from those connections  



 Act as the support person for patients that have any questions on insurance 
issues  

 Maintain contact with insurance companies to try and resolve client’s eligibility 
issues as quickly as possible  

 Establish and contribute to several social media accounts for the agency 

 Invite other members of the team to contribute their voices to our content 
marketing campaign  

 Create and implement a PR communication plan for the entire company  

 Engage and train other employees on the responsible and effective use of digital 
media channels  

 Ensure compliance with regulatory bodies and in-house clinical guidelines 

Qualifications and skills 

 Bachelor’s Degree in Social Work, Business Administration Nursing, Marketing, or 
Communications required (MBA) preferred 

 Marketing experience 

 Proven Excellent time management skills  

 Must have a valid driver’s license with clean driving record  

 Excellent organizational skills, with emphasis on priorities and goal setting  

 Ability to work well in a fast-paced, collaborative environment  

 Strong understanding of Microsoft Office programs  

 Excellent analytical, communication and presentation skills  

 Ability to work well in a fast-paced environment  

 Able to work independent   

 Superior presentation and communication skills, both written and verbal  

 Must demonstrate ability to meet deadlines  

 Bilingual in English and Spanish Required  

 Ability to remain professional and courteous with clients at all time  

 Must be available to work occasional nights, holidays and weekends  

 Exceptional verbal and written communication skills  

 Strong attention to detail required  

 Extensive knowledge of public relations strategies and protocols  

 Familiarity with social media digital marketing 

Apply by sending resume and cover letter to Ramon Rodriguez at 
Ramon@homehelpershomecare.com  

mailto:Ramon@homehelpershomecare.com

