J WELLS

Job Title: Marketing Coordinator

GENERAL DESCRIPTION

Responsibilities include coordinating marketing and community events, assisting with the development, execution, and implementation of
communication messages for internal and external client and market development including but not limited to email, digital, social media,

and conducting market research.

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES

— Assisting in planning, supporting, and/or implementing marketing strategies and business objectives

— Generate original and creative brand content

— Update and maintain the company communication platforms

— Assist with the preparation and execution of client-facing marketing materials and presentations

***Starting Salary $35,000- $65,000
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED

— Two+ years previous experience in marketing and
communication

— Strong project managing skills

— Good communication skills

— Ability to juggle multiple tasks on sometimes short deadlines.

— Deadline and detail-oriented
EDUCATION REQUIREMENTS

— Bachelors’ degree in marketing or business administration

— Knowledge of social media platforms, online marketing tools and
marketing campaign development and implementation

— Knowledge of CRM systems and Marketing Automation software
a plus

— Experience utilizing MS Office, Adobe software, and WordPress

WORKING CONDITIONS

— Office /Desk position

— Some travel required to events

This position profile identifies the key responsibilities and expectations for performance. It cannot encompass all specific job tasks that an employee
may be required to perform. Employees are required to follow any other job-related instructions and perform job related duties as may be

reasonably assigned by his/her supervisor.

Wells is an Equal Opportunity/Affirmative Action employer. All qualified applicants will receive consideration for employment without
regard to race, color, religion, sex, sexual orientation, national origin, gender identity, disability, or protected Veteran status.
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