
Job Description 
Bilingual Community Engagement Coordinator 

The Sonoma Community Center is committed to an equitable, inclusive, and accessible 
application process for the open Bilingual Community Engagement Coordinator position. We 
are seeking applicants of all races, cultural backgrounds, abilities, and gender identities. If you 
require any assistance in accessing the job description or require an accommodated application 
process please reach out for more information to charlotte@sonomacommunitycenter.org or 
(415) 696-3371.

Hours: 20 hours per week, non-exempt 
Reports to: Executive Director 
Location: onsite at the Sonoma Community Center and out in the community. Some work from 
home may be possible. 
Salary & benefits: $20 per hour plus travel/mileage reimbursement; paid sick leave, 401(k) Safe 
Harbor Plan with 4% company match. 

About this role: 
As our Bilingual Community Engagement Coordinator, you will support the Sonoma Community 
Center in building authentic relationships with Sonoma Valley communities who may not yet 
feel like they belong at the Center. You’ll work closely with both our programming and our 
marketing teams to listen and collect community data, use that data to develop community-
based arts and education activities, and ultimately ensure that the Community Center is a 
welcoming, inviting place for people of all backgrounds. You’ll do this by working with others to 

● collect data and input from the community that will help inform our programs and
operations;

● ensure that the Center’s communications are culturally relevant and responsive;
● ensure that the Center is a welcoming space for all; and
● recruit new instructors who represent a diversity of backgrounds.

In the long term, we hope that this work will contribute to increased diversity at the Sonoma 
Community Center, and an increased sense of belonging among program participants of all 
backgrounds.  

Your specific responsibilities will include: 
Programming & Community-based work: 

● Collaborate on the development of a community survey
● Collect survey responses in the community through direct in-person engagement
● Distribute Community Center promotional materials, including flyers, class

announcements, event posters, etc.
● Participate in meetings with community leaders alongside other Center staff



● Participate in building relationships with potential new arts, culture, advocacy, and
other instructors

● Collaborate on planning of community-based arts and education activities, to be held in
a variety of locations for participants of all ages

● Co-facilitate community-based arts and education activities
● Create and maintain an annual community activities and engagement calendar
● Track community activity expenses against provided budget

Center-based and Communications work: 
● Offer a warm, welcoming presence at the Community Center front desk ½ day per week
● Participate in promoting community-based Center events and activities
● Assist with occasional written and verbal translation into Spanish
● Participate in biweekly staff meetings, marketing meetings, and program meetings.

This job may be a fit for you if: 
● You are fluent in both English and Spanish
● You demonstrate empathy and respect in all interpersonal interactions
● You communicate with clarity and authenticity both in writing and in conversation
● You have a means to travel between the Community Center and other regions in the

Sonoma Valley
● You are able to work some evenings and weekends
● You can work with word processing and basic spreadsheet software
● You are passionate about improving diversity, equity, and inclusion in the Sonoma

Valley, and about strengthening communities by creating opportunities for people to
learn, play, create, and grow together

● You have experience with, or an interest in learning about, facilitating hands-on arts and
other learning activities

● A plus, but not required, is familiarity with community networks and resources in the
Springs area of Sonoma Valley – including schools, churches, public parks, community-
based organizations, and other gathering places

● Another plus, but not required, is a valid drivers’ license and the ability to lift 50 lbs

How to Apply 
This position will be open until filled, but we encourage applicants to submit their materials by 
Friday, January 7. An in-person information session will take place at the Sonoma Community 
Center on Monday, December 13 from 6-7pm; a virtual information session will take place on 
Friday, December 17, also from 6-7pm. These sessions are optional, and not a requirement to 
apply.  

To apply, please send us: 
1. A resume, and



2. Your answer to the following: please describe your personal lived experience engaging
with diverse communities, or your professional experience working with diverse
communities, or your passion for uplifting/supporting diverse communities. You are
welcome to write your answer in an email or attachment, or to record a video of
yourself responding to this prompt.

Please send your materials to Charlotte Hajer, Executive Director, at 
charlotte@sonomacommunitycenter.org 

Questions about this role? Please email or call Charlotte Hajer: 
charlotte@sonomacommunitycenter.org or (415) 696-3371. 

Our Commitment and Action to becoming a “Center of Belonging” 
This bilingual community engagement coordinator position emerged in response to the lack of 
programming and engagement for historically marginalized groups at Sonoma Community 
Center. At the Center, we have found and acknowledge that ongoing barriers of systemic 
racism, inadequate funding/resources, and obstacles presented by the COVID-19 pandemic 
have left our marginalized, specifically BIPOC (Black, Indigenous, and People of Color), 
communities excluded.  

The Sonoma Community Center, in solidarity with the Black Lives Matter and other social 
justice movements, crafted a public statement on our website that stated, “We strive in 
particular to be a safe space for those communities who have been traditionally marginalized or 
underrepresented in and by public institutions.”  Over the past year, Sonoma Community 
Center has begun to fulfill our stated commitments by participating in several Equity, Diversity 
and Inclusion (EDI) trainings and strategic planning with an emphasis on equitable change 
within our organization. To actualize our EDI commitments within our strategic plan, this Fall 
2021, we have hired an Arts & Equity consultant to guide us in the process of fulfilling our 
commitment by designing a multi-year plan accompanied by training for organizational 
transformation. This position will be joining us in-process as we seek to create a “Center of 
Belonging” for all in our community.  


