
 
 

Position Description 
 

Position Title:  Marketing Coordinator 

Department:  Event Productions 

Position Code:  G0450 

Date Prepared:  4/21/14 

FLSA Status:  Exempt  Non-Exempt          Full Time:  Yes   No  

              

JOB SUMMARY: 

The Marketing Coordinator is responsible for coordinating with the planner responsible for the 

oversight and implementation of all details of assigned conferences, retreats, and meetings in 

order to create and implement a marketing plan appropriate for each event.  Details include 

creating the customized plans, implementing the plans, and tracking the performance of each 

portion of the plan. 

 

ESSENTIAL JOB FUNCTIONS: 

The employee in this position will have the following essential job functions: 

 Works with minimal direct supervision and must prioritize tasks and manage time 

effectively 

 Is an effective communicator and is characterized by interpersonal skills that convey to 

the client service, professionalism and confidence 

 Consults with planners to determine objectives and requirements for events such as 

conferences, retreats and meetings 

 Characterized by the ability to manage multiple projects simultaneously  

 Meets with planners to plan the appropriate route for marketing each event 

 Works closely with the Event Communications Planner to request graphics and 

communication pieces 

 Characterized by creativity and planning  

 Follows a budget unique to each event  

 Creates and implements customized marketing strategies for each event 

 Orders, coordinates, and tracks performance of advertisements on multiple mediums 

 Proficient in Excel in order to proficiently coordinate mass mailing projects and upkeep 

contact databases 

 Creates content for email marketing and social media platforms 

 Networks with partner organizations and churches  

 Provides direction for all mailing projects 

 Reviews invoices from vendors to ensure accuracy 

 Maintains detailed records of each assigned event 

 



Performs other duties as may be assigned by supervisor. 

 

EDUCATION: 

The person in this position has a bachelor’s degree preferably in marketing, public relations or 

communications. 

 

EXPERIENCE: 

The person in this position should have 1-2 years professional event planning or marketing 

experience.  Excellent computer skills are strongly preferred. Web experience and experience 

with negotiations/contracts is strongly preferred.     

 

SUPERVISION: 

The person in this position will supervise no one. 

 

The person in this position will report to the Senior Event Planner or Office Manager. 

 

WORK ENVIRONMENT: 

The person in this position will work in an office or indoor event venue the majority of the time.  

The Marketing Coordinator will sometimes walk to event venues throughout campus and may be 

required to set out signage and assist with room set-up.  The Marketing Coordinator may stand 

for long periods of time. The Marketing Coordinator may be asked to work specific events or 

exhibit. 

 

EQUIPMENT: 

The person in this position will use the following equipment:  standard office equipment, 

Jenzabar, EMS event software and Microsoft Office.  Person must be familiar with basic media 

equipment such as data projector, computer and microphone. 

 

              

 


