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	Job Description

	Position Title: Marketing Coordinator 
	

	Division/Department:  Marketing
	  Exempt

  Non-Exempt
	Salary Grade:



	Reports To (Title): 
	Effective Date:  


The following position description contains representative examples of work that will be performed in positions allocated to this classification.  It is not required that any position perform all of the duties listed, so long as primary responsibilities are consistent with the work as described. Roles and responsibilities can often be expanded to accommodate changing business conditions and goals, as well as to tap into the skills and talents of the individuals in the company.  Accordingly, associates may be asked to perform duties that are outside the specific functions that are listed.

I.  MISSION

All product / service marketing materials are targeted to the right consumers, with the right message, at the right time.  Market share, product /service trial, and sales increase as a result of effectively selling the product / service ‘Point of Difference’.

II.  KEY RESULT AREAS

· Identify key goal, objective, or outcome of the marketing material

· Identify audience and appropriate media

· Coordinate the design, production, and writing of marketing material

· Analyze effectiveness of marketing material

· Manage allocation of resources and budget for producing marketing material

· Assist with concept development and layout for design of marketing material

· Train/educate staff on effective use of marketing materials

· Maintain inventory of marketing materials

· Measure return on investment  (ROI)

· Identify and develop contingency plans and potential product / service exit strategy

· Effectively manage resources (people, time and budget)

· Track and monitor project progress and develop project work plans

· Identify and develop relationships with vendors & suppliers 

· Project management

III.
ESSENTIAL RESPONSIBILITIES

Understands and uses marketing material production processes.  

Develops marketing materials plan and ensures that all materials effectively sell our product / service.

Incorporates diversity in all materials in accordance with company policy and procedures.

Uses basic graphic design terminology, layout and design standards.

Manages inventory of marketing materials and ensures all are up to date.

Manages marketing material budget.

Maintains compliance with the vendor contract monitoring procedures.

Manages budgets within specified company guidelines and procedures. 

Prepares and formats reports using data gathering techniques and established tracking standards.

Tracks and measures the effectiveness of marketing materials.

Teaches, trains and coaches staff on effective use of marketing materials, new material release, and where appropriate measurement.

Understands and uses communication theory, demographic and psychographic data, and the psychology of buying. 

Knows our target market and what motivates them to buy.

Understanding of our business, marketing materials and business jargon, the unique point of difference and our products / services.

Measurement of the return on investment (ROI); marketing materials, product / service modification(s) using measurement documentation procedures.

Project management; clearly articulating project scope and objectives, meeting deadlines, time management, contingency planning, approval channels and procedures, budgeting, organization and vendor capabilities, and tracking / monitoring procedures.

III.  POSITION SPECIFICATIONS

Experience and Education:

Bachelors Degree in Marketing, Advertising or Public Relations.  An Associates Degree with one to two years of marketing experience, to include developing and implementing marketing programs and materials.  

Foundational Skills:

Listening, creative thinker, decision making acumen, problem solver, takes responsibility, demonstrates personal integrity & honesty.

Core Competencies:

Able to interpret and disseminate information.  Able to prepare basic reports and use of the appropriate mode of communication.

Computer literate.  Comfortable with technology and the use of standard office programs and networks.  

Customer / Client service orientation.  Driven to meet or exceed consumer expectations.

	Physical Requirements:
	0-24%
	25-49%
	50-74%
	75-100%

	Seeing:

Must be able to read reports and communicate with co-workers.
	
	
	
	X

	Hearing:

Must be able to hear well enough to communicate with co-workers
	
	
	X
	

	Standing/Walking/Mobility:

Must be able to stand to open files and operate office machines; mobility between departments and to attend meetings of employees and managers.
	
	
	X
	

	Climbing/Stooping/Kneeling:
	
	X
	
	

	Lifting/Pulling/Pushing:
	
	X
	
	

	Fingering/Grasping/Feeling:

Must be able to write, type, and use phone system.
	
	
	
	X


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 accommodation may be made to enable individuals to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit.  The employee frequently is required to use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee is occasionally required to stand and walk.  The employee must occasionally lift and / or move up to 25 pounds.  Specific vision abilities required by this job include close vision, and long vision.

Note:  The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.
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