Position: Marketing Project Specialist

Department: Marketing

Reports To: Director of Executive Support

FLSA Status: Step 1 – Non-exempt



Step 2 – Non-exempt



Step 3 – Non-exempt



Step 4 – Non-exempt
Position Summary: To support organizational marketing, communication, and public relations. Subject areas include, but are not limited to, internal/external marketing, company events, community outreach events, patient experience, employee engagement, and community relations. Must foster a culture of patient and family centered care, service, quality, and safety excellence while improving patient and employee experience and community relations.

Primary Duties & Responsibilities:

Step I:

· Contributing to event/project planning

· Supports and maintains user account information for intranet 

· Providing operational support such as meeting with stakeholders, tracking timelines, etc.

· Preparing, reviewing, and maintaining project documentation and reports

· Work with inter-departmental teams to inform a marketing perspective on projects

· Preparing project invoices and marketing information

· Communicate with other departments regarding requirements of projects

Step II (in addition to Step I duties & responsibilities):

· Maintain proper documentation of systems, resources, and processes for support and decision making

· Maintain a high level of competency and persistence in analyzing, troubleshooting and problem solving

· Support marketing/communication strategy and programs to promote the company’s brand

· Produce insights to optimize performance

Step III (in addition to Step II duties & responsibilities):

· Develop strategies and manage communications, marketing and public relations planning and implementation

· Independently identify and provide summary of marketing trends, observations and actionable items on standard and ad hoc reports

· Conduct research and analyze data to identify and define audiences

Step IV (in addition to Step III duties & responsibilities):

· Conduct and present to leadership financial and statistical information for proposed projects

· Oversee Marketing initiatives and project assignments

· Represent [Health Center Name] on community boards

· Represent [Health Center Name] at healthcare forums requiring marketing and communication efforts

Job Qualifications: 

Knowledge, skill and ability:

Education or Formal Training:

Experience:
Step I:

· High School Diploma required. Bachelors in Marketing/Communications or related field preferred

· Basic computer skills and experience with relevant software programs. Must have basic knowledge of Microsoft Office Products 

· Knowledge of stakeholder and financial management

· Excellent communication and presentation skills

· Strong critical thinking supported by analytical and problem-solving abilities

· Good interpersonal and organization skills
Step II (in addition to level I requirements):

· Bachelors in Marketing/Communications or related field preferred and three years of qualifying experience OR seven (7) years of qualifying experience

· Strong computer skills and experience with relevant software programs (e.g. Adobe, Elementor, Asana). Must have advanced knowledge of Microsoft Office Products

· Experience with graphic design and communications

· Ability to complete duties and responsibilities of step II

Step III (in addition to level II requirements):

· Bachelors in Marketing/Communications or related field and seven years of qualifying experience OR ten (10) years of qualifying experience

-OR- Master’s in Communications/Public Relations and (5) years of qualifying experience

· Advanced computer skills and experience with relevant software programs (e.g. Adobe, Elementor, Asana) Must have advanced knowledge of Microsoft Office Products

· Experience with project management
· Ability to complete duties and responsibilities of step III

Step IV (in addition to level III requirements):

· Bachelors in Marketing/Communications or related field and ten years of qualifying experience OR fifteen (15) years of qualifying experience

-OR- Master’s in Communications/Public Relations and (10) years of qualifying experience

· Ability to complete duties and responsibilities of step IV

Qualities and Characteristics:

· Displays enthusiasm toward the work and mission of the organization

· Demonstrates accuracy and high attention to detail

· Ability to communicate professionally with all levels of staff

· Ability to multi-task and adapt to changes in duties

· Role model for staff through his/her actions by maintaining a high degree of professional ethics

· Ability to work independently and manage projects from start to finish
Working Conditions and Physical Environment:


· Work is performed in an office environment 


