POSITION  

Marketing Assistant

DEPARTMENT  
Marketing Communications

SUMMARY

This position, in smaller environments, functions to assist or coordinate the marketing effort for a product or service. Primarily, this marketing effort will be under the general direction of a manager who is directly or administratively involved in the marketing of the product or service.

This position in a large environment serves to assist in a subset of the marketing effort related to a product or service or may coordinate a smaller project. 

DUTIES AND RESPONSIBILITIES

Assists in Marketing Plan Development

Assists marketing specialist and/or marketing manager in the development of marketing plans. Duties may include researching competitor marketing, or reviewing and summarizing data on potential or existing customers. Provides information in a timely and courteous manner. 

Project Management

Maintains schedule for each project and facilitates review and approval of assigned marketing communication projects. Upon approval of supervisor, serves as liaison with external vendors in facilitating production/placement of appropriate media. Assists in event planning and implementation ensuring appropriate support is in place. May include total project management of small projects assigned by supervisor. Communicates effectively and professionally with vendors and internal departments. 

Budget Management

Assists supervisor in the development of project budgets that may include contacting vendors to secure pricing information. Notifies supervisor of any changes in pricing from external or internal vendors and does so in a timely and courteous manner. 

Competitive Review

Maintains a file on competitor information and assists in monitoring of competitor marketing patterns. Uses basic problem-solving skills to complete task within a reasonable period set by supervisor and provides information in a courteous manner.

Administrative Support

Provides administrative support to marketing specialist and/or marketing manager to include but not limited to meeting coordination, project file development and archiving, telephone backup support, and budget monitoring. Communicates effectively with supervisor and other marketing staff in a courteous and respectful manner. 

Projects Managed

Advertising and Promotions

· Editorial assistant to all publications produced in marketing communications. 

· Event assistant to all system events both internal and external.

· Maintains inventory of all specialty items and archives all print, video and radio projects.

· Media insertion management (print/TV/radio).

· Trafficking jobs through the system by maintaining a production schedule of all jobs; entering job information in project management tracking system, and setting up routine meetings to assist in this effort. 

· Response tracking by maintaining a weekly list of calls generated and charting for periodic reporting. 

Internet/International Marketing

Internet Duties

· Weekly storyboarding front door of main site and NBC site (with manager).

· Develops e-newsletter and manages mailing list.

· Updates pages after annual review of services.

· Proofs new sites before publishing.

· Updates generic content pages.

· Updates physician directory (set up photos, gather incomplete information).
· Manages image bank.
· Tracks responses by maintaining a weekly list of visits generated and charting for periodic reporting.
Database Publishing Duties
· Assists in getting Yellow Pages advertising reviewed and approved.
International Duties 

· Assists with CME update logistic planning.

QUALIFICATIONS

This position requires a degree in marketing, public relations, advertising or directly equivalent bachelor’s degree. One year of professional marketing experience is required. In addition, four years of non-clerical professional-level marketing experience will substitute for the educational portion of the experience requirement. Because of the interaction with various internal and external departments, position requires someone who will maintain a professional working relationship with all members of the department and other departments within the system, serving as a courteous and responsive resource for information.

Note: Routine clerical or administrative clerical experience will not satisfy the experience requirements. 

