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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Senior Marketing Director
	Job Title:
	Senior Marketing Director
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Senior Director of Marketing reports directly to the CEO and provides support to the national office and technical assistance to the other offices, as well as serves as the primary point of contact for matters pertaining to marketing and marketing campaigns. The Senior Director of Marketing plays a critical role in partnering with the senior management team in strategic decision making and operations at Company XYZ.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Overseeing the planning, development and execution of the organization's marketing and advertising initiatives.

2. Managing the ________________ brands for the organization, including establishing brand usage policies and materials; providing staff, board and networks with templates of various materials, (e.g., letterhead and memoranda) to ensure consistent “look and feel;” overseeing the consistent use of the brands by office staff, board and networks; overseeing the consistent implementation of the brand by partners, including monitoring and managing any infringements upon the brand; and largely ensuring the brands are only associated with credible and worthy efforts.

3. Consulting on requests within the organization for new logos, such as for future direct service programs or marketing efforts, to ensure consistency with the organization’s established brands. 
4. Managing of the ______________ campaign including product development and quality control (and related products), inventory management and sales to the networks, partners and the public; developing national events; overseeing consistent use of campaign-related messaging; consulting with corporate partners on the development and execution of campaign-themed marketing; providing sample materials and kits to support implementation of the campaign; seeking additional partners through which to expand the campaign and maintain existing partners with the campaign; and leading overall management and expansion of the program as our lead brand symbol.
5. Increasing revenue for the organization through successful marketing by using market research, marketing communications, advertising and public relations.

6. Serving as the primary contact with campaign-related marketing consultants to expand the organization’s roster of partners and revenue generated through them.

7. Maintaining the set of due diligence screens through which all prospective corporate partnerships, including campaign-related marketing opportunities, are reviewed.
8. Supporting, and collaborating with colleagues on the management and expansion of, the organization’s main association relationships.

9. Managing special events by developing and distributing promotional and sales materials, soliciting support of the events, pursuing volunteers to assist with events, seeking media partners to promote the events, overseeing the organization’s involvement on events implemented by others for which the organization serves as the beneficiary, and ensuring quality experiences for attendees and partners.
10. Seeking, managing and expanding media partnerships to help promote the organization’s mission and engage more individuals in our work.

11. Seeking recognizable individuals from a variety of fields, such as entertainment, writing, music and sports, to promote the organization, help heighten its national awareness, and leverage their renown to engage and inspire the public to take action to benefit the organization.
12. Supporting and advising the networks by developing support materials, providing leads to assist network members, and collaborating with offices on the identification and possible national expansion of successful local partnerships.
13. Contributing to the achievement of the national office’s strategic plan.

14. Working collaboratively with the other national office senior managers to meet the organization’s mission.
15. Serving as a member of the Senior Advisory Group.

16. Recommending an annual budget for the areas of supervision.

17. Managing, supervising and directing all staff or volunteers in the marketing area.
Expectations

· Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and the behavior of others is consistent with these standards and aligns with the values of the organization.
· Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant in a changing work environment while maintaining effectiveness and efficiency.

· Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization.
· Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques.

· Creativity/Innovation: Develop new and unique ways to improve operations of the department and to create new opportunities.

· Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions that are timely and in the best interests of the department.
· Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem.

· Think Strategically: Assesses options and actions based on trends and conditions in the environment, and the vision and values of the organization.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below represent the knowledge, skills and/or abilities required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Education and/or Experience

· Bachelor’s degree with emphasis on marketing, communications, business or related field.
· At least 10 years of related experience.
Language Skills

Excellent communications skills, including both written and verbal.
Other Qualifications

· Excellent project management and organizational skills.
· Proficiency with Microsoft Office products, including Word, Excel, PowerPoint, Publisher.

· Ability to operate a variety of office equipment such as a personal computer, telephone, printer, copier, scanner and facsimile machine.
Physical Demands 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate, this position usually involves working in an office environment.  Travel to events will be required.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
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