
 
 
Mayor’s Cup Championship, Inc.  

 

Communications Associate 

SUMMARY 

Performs a variety of marketing, communications, and administrative duties including communicating with 
event stakeholders, coordinating with outside vendors, and planning and scheduling special events in 
accordance with Mayor’s Cup standards under the direction of the Race Directors. 

ESSENTIAL DUTIES & RESPONSIBILITIES 

● Manage Mayor’s Cup social media accounts 
● Assist with website updates (no coding required) 
● Manage communications with runners, Philadelphia Running Clubs and charities 
● Support the Board’s efforts in securing sponsorships or in-kind donations with presentation materials 

and communication assistance 
● Assist with 2-3 planning and executing special events annually 

 
 
SUPERVISORY RESPONSIBILITIES 

This job has no supervisory responsibilities. 

EDUCATION & EXPERIENCE 

Four-year high school diploma or equivalent.  Open to individuals seeking a college degree in a related field, 
with or without school credit, or anyone with extra hours in their week and a passion for the running 
community. Involvement in the Philadelphia community is preferred. 

CERTIFICATIONS, LICENSES, REGISTRATIONS 

Valid driver’s license is preferred. 

COMPUTER SKILLS 

To perform this job successfully, an individual should have knowledge of MS Excel Spreadsheet software, MS 
Word Processing software, web-based email applications, and various social media platforms. 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 



 

individuals with disabilities to perform the essential functions. In general, work will be at a computer from 
home or another workspace. On race day and during event setup, walking, running, and carrying materials up 
to 50 lbs may be required. 

WORKING ENVIRONMENT 

Work is generally done remotely, from home or another workspace. Communication with the race directors 
will be largely via email, telephone, or Slack, but in-person meetings will be required at times. The job is 
appropriate for a motivated, self-starter who wants to take ownership of the projects they are working on. 

Mayor’s Cup Championship, Inc. is committed to equal opportunity in employment. It is the 
Company’s policy that equal employment opportunity be provided without regard to age, race, 
color, sex, religion, national origin, sexual orientation, disability, covered veteran status, or any 

other status protected by law. 


