
 

POSITION DESCRIPTION 

TITLE:  Marketing Specialist 

 

MANAGER TITLE:   

Business Operations & Human Resources 

Manager 
 

INCUMBENT:   FLSA STATUS: Non-Exempt 

DATE:  April 6th, 2018 FT/PT STATUS:  Part-Time, Annual 

 

DISCLAIMER: The information presented indicates the general nature and level and work expected of employees in this role.  It is not 

designed to contain, or to be interpreted as, a comprehensive inventory of all job duties, responsibilities, qualifications and objectives required 

of employees assigned to this job. 

 

SUMMARY  

The Marketing Specialist will help us in our overall marketing efforts. The Marketing Specialist is a 

highly motivated, creative individual with experience and a passion for connecting with current and future 

kids and families, especially those who need us most.  

 

You will be an integral part of the development and execution of marketing plans to reach targets from 

brand awareness to organizational and program promotion. The Marketing Specialist is instrumental in 

managing and producing our content-related assets. You will be an essential component in 

communicating Sarah Heinz House’s brand in a positive, authentic way. Primary tools worked with will 

be our website, Facebook & Twitter pages, Constant Contact & our member database. You will be a 

competent professional able to grasp trends and generate creative ideas as well as being well-versed in 

specialized marketing concepts, principles and tactics. The goal is to deliver effective marketing programs 

that will help our reputation and growth. 

 

Sarah Heinz House Standard  

To develop and strengthen the leadership, character and life skills of children and youth, especially those 

who need us most, by providing high quality recreational, social, educational, and mentoring programs 

which enable members to reach their highest potential; to use our exemplary programs, facilities and 

staff as a resource to the larger community. 

PRINCIPAL DUTIES & RESPONSIBILITIES 

 Lead, Manage and Assist outbound or inbound marketing activities by demonstrating expertise in 

various areas (content development and optimization, advertising, event planning, etc.). 

 Development of brand awareness and online reputation. 

 Brainstorm & develop ideas for creative marketing campaigns. 

 Administrate the creation and publishing of relevant, original, high quality content. 

o Create a regular publishing schedule. 

o Implement a content editorial calendar to manage content and plan specific, timely marketing 

campaigns. 



 Assist in analyzing marketing data (campaign results, conversion rates, traffic, etc.) to help shape 

future marketing strategies. 

 Identify and improve organizational development aspects that would improve content (i.e.: employee 

training, recognition and rewards for participation in the company’s marketing and online review 

building). 

 Perform all other duties as assigned 

 

EDUCATION/EXPERIENCE/CERTIFICATION REQUIREMENTS 
 

 High School Diploma Required, Associates/Bachelor’s Degree in Business or Marketing preferred. 

 1 year experience in a marketing/business related position required. 

 Solid computer skills, including Microsoft Office required.  

 Experience with marketing software (Adobe Creative Suite & CRM) and applications (Web analytics, 

Google Adwords etc.) preferred. 

 Demonstrable experience in marketing data analytics and tools preferred 

 Knowledge of HTML desired. 

 Clearances (required):  Full suite of State, Federal & BGCA mandated Background Checks. 

 Act 31 Certification (required, upon hire). 

 

SKILL AND KNOWLEDGE REQUIREMENTS 

 Thorough understanding of marketing elements (including traditional and digital marketing such as 

SEO/Social media etc.) and market research methods. 

 Well-organized and detail oriented; exceptional communication and writing skills. 

 Commercial awareness partnered with a creative mind. 

 

 

PHYSICAL FUNCTIONS 

LIFTING BENDING SITTING CARRYING STANDING 

LBS: 15 % of time: 2.5 % of time: 80 % of time: 2.5 % of time: 15 

OTHER: 

 

 

 

WORK ENVIRONMENT 

TEMPERATURE NOISE LEVEL 

LOW: MEDIUM: x HIGH: LOW: x MEDIUM: HIGH: 

OTHER: 

 

 

 

Acknowledged by: ____________________________________________________ 

   Incumbent     Date 

 

Signed by: __________________________________________________________ 

   Manager/Supervisor    Date 

 

Approved by: ________________________________________________________ 

  Executive Director    Date 


