[image: your logo here] Company Name
	aJob Title:
	Marketing Coordinator
	Job Category: 
	

	Department/Group:
	
	Job Code/ Req#:
	

	Location:
	
	Travel Required:
	

	Level/Salary Range:
	
	Position Type:
	[i.e.: full-time, part-time, job share, contract, intern]

	HR Contact:
	
	Date posted:
	

	Will Train Applicant(s):
	
	Posting Expires:
	

	External posting URL:
	Once you have edited your job description, click here to post the job on Monster.com.

	Internal posting URL:
	

	Applications Accepted By:

	Fax or E-mail:
(425) 555-0123 or someone@example.com
Subject Line:
Attention: [Recruiting or HR Department RE: Job Code/Req# and Title]
	Mail:
[Recruiting Contact or Hiring Manager]
[Department, Company Name]
[P.O. Box]
[Street or Mailing Address with ZIP Code]

	Job Description

	Job Purpose:
Markets products by developing and implementing marketing and advertising campaigns; tracking sales data; maintaining promotional materials inventory; planning meetings and trade shows; maintaining databases; preparing reports.
Duties:
Implements marketing and advertising campaigns by assembling and analyzing sales forecasts; preparing marketing and advertising strategies, plans, and objectives; planning and organizing promotional presentations; updating calendars.
Tracks product line sales and costs by analyzing and entering sales, expense, and new business data.
Prepares marketing reports by collecting, analyzing, and summarizing sales data.
Keeps promotional materials ready by coordinating requirements with graphics department; inventorying stock; placing orders; verifying receipt.
Supports sales staff by providing sales data, market trends, forecasts, account analyses, new product information; relaying customer services requests.
Researches competitive products by identifying and evaluating product characteristics, market share, pricing, and advertising; maintaining research databases.
Plans meetings and trade shows by identifying, assembling, and coordinating requirements; establishing contacts; developing schedules and assignments; coordinating mailing lists.
Monitors budgets by comparing and analyzing actual results with plans and forecasts.
Updates job knowledge by participating in educational opportunities; reading trade publications.
Accomplishes organization goals by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.

Skills/Qualifications:
Direct Marketing, Market Segmentation, Marketing Research, Coordination, Project Management, Reporting Research Results, Understanding the Customer, Process Improvement, Initiative, Planning, Financial Skills
[NOTE: To post your job on Monster.com, copy this description and click here. You can log in to an existing account or provide your e-mail address if you are a new user. Select the zip code where the job is located, and then paste the job description into the online wizard. Then simply complete the required information and check out.]

	Reviewed By:
	
	Date:
	

	Approved By:
	
	Date:
	

	Last Updated By:
	
	Date/Time:
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