
 

 
Communications Coordinator  

The  Massachusetts  Municipal  Wholesale  Electric  Company (MMWEC)  brings  a  competitive  edge  to  
Massachusetts municipal utilities dedicated to providing their customers with low-cost and reliable electricity. We plan, 
develop and manage energy resources in an evolving marketplace that requires high levels of innovation and 
expertise. Our values are old-fashioned, reflecting 40 years of public power joint action, but our service is second to 
none. 

We are currently seeking to add a Communications Coordinator to our organization.  This position will involve 
both internal and external communications, to support the strategic objectives of the MMWEC organization.  Incumbent 
will act as an advocate of MMWEC’s plans, policies, and procedures within the company and when representing the 
company.  (S)he will be responsible for adhering to industry standards as applicable. 

PRIMARY RESPONSIBILITIES 

 Assist in production of publications, reports and other materials to support the communications strategies and to 
promote the programs and services of MMWEC.  Such materials include newsletters, news releases, an annual 
report, brochures, and other public relations materials to promote the organization. Also, fact sheets, letters and 
other materials to support MMWEC’s positions on various issues. 

 Provide communications support to MMWEC staff responsible for communicating with municipal utilities and 
other audiences. 

 Work with MMWEC member managers and their staffs to meet their individual, local communications needs 
through the development of news releases, letters to customers and other materials. 

 Assist with oversight and content updates on MMWEC websites.  

 Assist with development, organization and oversight of MMWEC’s Annual Conference, including the production of 
conference materials such as brochures, presentations and other materials as required. 

 Maintain distribution lists for all publications and correspondence, with recipients including municipal utility 
managers, staff and commissioners; media contacts, including trade publications; state and federal legislators, 
state and federal regulators and regulatory agencies; members of the financial community; public power and 
utility industry associates; and others as required. 

 Participate in various special project/working groups as assigned.   
TRAINING AND EXPERIENCE 

 Bachelor's degree in Communications, Journalism, Marketing or related field required.  

 Experience and/or course work demonstrating writing success, in communications, journalism, media relations 
or other public affairs enterprise. Writing samples required. 

 Capability in publications production and management, including copy writing and editing, design, layout, 
production and distribution of finished product.  

 Ability to work with the media, government and community organizations. 

 Ability to produce quality work under tight deadlines in a dynamic, fast-paced environment. 

 Proficiency in use of Microsoft Office suite and ability to adapt quickly in using other software/content 
management technologies. Experience using Publisher desired.   

 A strong commitment to customer service and an ability to work independently as well as in a team 
environment. 

 
MMWEC offers a competitive salary & benefits package including both a pension and savings retirement plan with 
company match.  We foster an environment that challenges employees to be passionate, energetic, proactive, and 

progressive. If you are interested & qualified to join our team please forward your resume and two writing samples 
to: Massachusetts Municipal Wholesale Electric Company Human Resources Office 327 Moody St 

Ludlow, MA 01056 (or) mizquierdo@mmwec.org 
Massachusetts Municipal Wholesale Electric Company (MMWEC) eagerly accepts applications for employment from all qualified 
persons without regard to race, color, religious creed, national origin, sex, sexual orientation, GINA, marital status, gender identity, 

age, ancestry, veteran status, mental or physical disability, and political belief or affiliation. 
MMWEC will only accept applications for open positions. 
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