
 

 

VACANCY FOR A PUBLIC RELATIONS AND 
COMMUNICATIONS COORDINATOR - EDENVALE, JHB 

LITTLE EDEN is a registered non-profit organisation and PBO providing life-long care to 300 
children and adults with profound intellectual disability in two custom designed residential 
facilities – Domitilla and Danny Hyams Home in Edenvale, and Elvira Rota Village, in 
Bapsfontein. They believe that no matter how profoundly disabled a person may be, he or she is 
still a whole complete being, with a body; a mind; a spirit and a soul. 

Their special children may not experience the world in the same way that we do, but they have 
so much to teach us! From them we learn about the power of the human spirit, the joy to be 
found in simple achievements, the satisfaction of caring for those who are weaker than 
ourselves, love that seeks no reward. 

JOB PURPOSE 

Responsible for the Marketing and Communications Function, including Public Relations and 
Social Media, at LITTLE EDEN, as a vital part of the Business Development Department and 
reports directly to the Business Development Manager. 

In addition, the individual will assist with maintaining existing donor relations. Works closely 
with the Business Development staff. 

QUALIFICATIONS 

Tertiary qualification in Public Relations /Communications/Marketing with a minimum of five 
years related experience. 

KNOWLEDGE AND EXPERIENCE REQUIRED 

Knowledge:  

Public relations and communication – to be able to develop and advance communication 
tools.MS Office knowledge, general administrative and co-ordination experience. Marketing 
knowledge and social media. Knowledge of any other design program such as InDesign is an 
added advantage. 

Skills:  

Excellent creative writing – newspaper articles, social media annual report assistance and 
speeches. Good English grammar. Excellent communication skills, decision making skills, 
interpersonal skills, listening skills, good telephone manner, negotiation skills, office and 
document administration, time management, basic financial skills. Must be able to build 
relationships. Be able to network. Strategic thinking and excellent planning skills is required. 

https://l.facebook.com/l.php?u=http%3A%2F%2Ftools.MS%2F%3Ffbclid%3DIwZXh0bgNhZW0CMTAAAR0OIJ_7bnlL6gbI0b26HaSm1jtwXMAjcUPEZXiblRASSVgXU5cdx8qyf9M_aem_lBzdk3G5B7RniwyVCwcsVg&h=AT1n1KGypYSawX4hn5GjOm3dT8iU4eQLeg07R8uCuCUn3MLU-_Wrx_utTrP5qj5pQPhDM_QRleNDq7sXcGfi0phBgLMuAkIYHk0Bdl1HpLsEBqO1D-vGQsE571y7VYcJRw&__tn__=-UK-R&c%5b0%5d=AT27SK2Sqxy5zTmxm4fNNHEDt-_m8eB5F72T5VBxEMgow2om8BhK8ZDj4IRC8Whplr445OTIYb6hRlpVvUuGhW0GTYn6G6Fw0LZDYidNIGEU6hI7fO6u22EfY6UgOBfjUBINNevRKoY9ZOBGmaBlb19ho1dZ7rVcV79CguCHzXqYufWpa8O51GoqjCvqvRs


Must be able to utilise online platforms such as Zoom and Teams and to run meetings and 
presentations on these platforms. Must be proficient in Canva. Proof reading skills. 

Attitude: 

Attention to detail, business oriented, decisive, flexible, organized, energetic, enthusiastic, 
trustworthy, positive, pro-active, service oriented, display social care and concern. Must be 
resilient. Have cognitive flexibility, highly adaptable, high EQ. 

MaraisButton & Associates has been retained to manage this recruitment drive. Interested 
candidates must send a motivation letter highlighting your suitability for the role, examples of 
your social media writing and an updated CV with contact information of three work-related 
referees to: 

annelie@maraisbutton.co.za 

Contact will only be made with shortlisted candidates 

Closing date: 09 February 

 


