
JOB TITLE: Marketing Coordinator

REPORTS TO: President & VP Business Development

EXEMPTION STATUS: Non-Exempt

GRADE/SALARY:

DEPARTMENT:

LAST UPDATED: November 11, 2010

PURPOSE
The purpose of this Job Description is to establish and define the authority, accountability,
reporting relationships, responsibilities, duties, and measures of performance of the Marketing
Coordinator of _________________.

BASIC FUNCTION
The basic function of the Marketing Coordinator is to promote the company’s services, enhance
the company’s image, highlight company and associate achievements, and extend our reach to
new customers through various advertising, signage, promotions, and direct mail campaigns.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES
 Strategize, design, and create marketing materials for the company, including: layout and

design of print material and advertising.
 Create and maintain collateral materials library (digital photos, advertisements, press

releases, re-prints and presentation templates).
 Collaborate on placement of editorial opportunities within industry trade and local

publications. Advertising responsibilities include participation in the formulation of ad
schedules and budgets, preparation of print ad layouts and management of relationships
and negotiations with print media representatives.

 Prepare advertising signage, direct mail, promotional and sales support materials, and
press releases.

 Manage company website content and design.
 Send surveys and gifts to customers at project completion.
 Coordinate contact with non-profit organizations, trade shows, newspapers, magazines

and other media or special public relations opportunities and in collaboration with HR,
coordinates internal marketing events.

 Take job-site and personnel photos.
 Prepare and submit award entry/project recognition projects.
 Coordinate events for ____________, President, and VP Business Development.
 Take project completion video and final photos.
 Complete project sheets.
 Collect and scan articles on ______________________.
 Prepare quarterly Newswire to associates and clients.
 Prepare and coordinate office and field shirt/uniform orders quarterly.
 Prepare, set-up, and dismantle trade show booths.



 Prepare proposals/presentations for major projects.
 Coordinate client travel arrangements.
 Administer contractor license requirements through paperwork completion, testing

arrangements, and renewal paperwork.
 Prepare and submit sales/business development letters.
 Stay current with changing technology/tools and participate in educational/training

opportunities.
 Follow company policies and procedures.
 Perform job in a professional manner (appearance, language, behavior).
 Upholds the values and missions of _________________________.
 All other duties as assigned.

JOB REQUIREMENTS
To perform this job successfully, an individual must be able to complete all areas outlined for
this position in a satisfactory manner. The requirements listed below are representative of the
knowledge, skills, and/or abilities necessary to meet the minimum job requirements of this
position. Reasonable accommodations may be made to enable individuals with disabilities to
perform these essential functions.

EDUCATION
 Required: High School Diploma or GED

LICENSING/REGISTRATION/CERTIFICATION
 Required: Have and maintain valid Driver’s License along with proof of

insurance according to company standards

EXPERIENCE
 Required: 2 or more years computer experience
 Required: 2 or more years experience with digital camera and camcorder
 Preferred: Experience in Marketing (or equivalent position) in a construction

related organization.

SKILLS, KNOWLEDGE, AND ABILITIES
 Knowledge of the general construction industry and the sub trades.
 Ability to be creative.
 Ability to be self motivated.
 Ability to communicate with Project Managers and Supervisors.
 Ability to perform tasks and follow directions assigned by the President

accurately and within the specified timeframe.
 Ability to identify and troubleshoot problems before they become major issues.
 Ability to handle multiple tasks at the same time while maintaining attention to

detail.
 Ability to meet deadlines.
 Ability to work in stressful situations.
 Knowledge of photo editing software (or equivalent applications).
 Knowledge of Microsoft Office Applications.
 Excellent written and verbal communication skills.



 Ability to work independently as well as collaboratively in a team-oriented
environment.

 Ability to interact with management.

PHYSICAL DEMANDS
These physical demands are representative of the physical requirements necessary for an
associate to successfully perform the essential functions of the Marketing Coordinator’s job.
Reasonable accommodation can be made to enable people with disabilities to perform the
described essential functions of the job.

While performing the responsibilities of the Marketing Coordinator’s job, the associate is
required to talk, hear, and see. The associate is often required to sit and use their hands and
fingers, to handle or feel and to manipulate keys on a keyboard. The associate is occasionally
required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch
or crawl. Must have sufficient manual dexterity to be able to operate all office equipment
including, but not limited to: computers, fax machines, copy machines, and telephones.

WORK ENVIRONMENT
While performing the responsibilities of the job, these work environment characteristics are
representative of the environment the Marketing Coordinator will encounter. Reasonable
accommodations may be made to enable people with disabilities to perform the essential
functions of the job.

While performing the duties of this job, the associate is occasionally exposed to moving
mechanical parts and vehicles. The noise level in the work environment is usually moderate to
noisy.

CONCLUSION
This job description is intended to convey information essential to understanding the scope of the
Marketing Coordinator’s position and it is not intended to be an exhaustive list of skills, efforts,
duties, responsibilities or working conditions associated with the position.


