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	Job Description:  Marketing Specialist

	Date Created:  March 2016 
	Location:  Sparks, NV (RAP)

	Reports to:  Marketing Manager 
	Department:  Marketing 

	FLSA Status:  Exempt
	


Job Description
Resource Action Programs provides utility clients with a wide range of energy-saving solutions. Our clients depend on us to provide customized and cost-effective, energy efficiency programs that help them meet their energy saving goals. 

The marketing specialist uses professional marketing and communications skills to provide support to the company’s marketing efforts. The marketing specialist works closely with the marketing team, Business Development, IT, Project Managers, Graphic Designers and other personnel to develop and deliver a consistent and accurate marketing communications message to target audiences. 
Essential Duties and Responsibilities
· Implement marketing plans developed by the marketing team
· Write copy for brochures, direct mail pieces, case studies, blogs, websites, and other marketing materials
· Develop and coordinate PR and outreach materials/events 
· Develop and organize content for presentations and corresponding sales collateral
· Contribute to marketing plans, timelines and budgets
· Generate ideas for promoting energy efficiency programs to residential and business customers in conjunction with program managers and other teams
· Ensure the proper use of logos and brand guidelines for both RAP marketing materials, and utility client marketing materials
· Interact with and work collaboratively with other RAP departments and teams to complete deliverables
· Create and modify documents using Microsoft Word, Excel, PowerPoint and Prezi
· Coordinate tradeshows, conferences and other marketing events
· Contribute to marketing plans, timelines and budgets
· Coordinate workflow and approvals of marketing materials from multiple internal and external parties
Job Requirements

Specific Qualifications for the role includes:

· Bachelor’s degree in Journalism, Communications or Marketing from an accredited college or university

· 3-5 years of experience required in marketing, copywriting or a related field
· Successful project experience with marketing and communications strategies and tactics
· Strong writer with a keen eye for detail and consistency

· Must be able to handle a wide work variety and work in a fast paced, deadline driven environment 

· Must be detail-oriented, organized, self-starter, and have the ability to prioritize workload
· Problem solver with an investigative mentality and a proactive nature
· Collaborate well with others and thrive in a client-focused team environment
· Proficient in Microsoft Office, specifically Word, Excel, PowerPoint and Outlook

· Ability to communicate effectively, both verbally and in writing with customers, clients and employees

· Ability to analyze and interpret data and solve practical problems

· Knowledge of mathematical concepts such as fractions, percentages and ratios

· Valid driver’s license and reliable transportation
Physical Demands and Work Environment

· Required to sit, stand, walk; talk and hear; and ability to touch and handle tools and/or controls

· The employee is frequently required to stand, walk, kneel, crouch, and/or crawl

· Ability to lift up to 50 pounds

· Noise level is typically moderate

· May occasionally be exposed to moving mechanical parts; high, precarious places; fumes or airborne particles; toxic or caustic chemicals; outside weather conditions and risk of electrical shock

Note: The physical demand and work environment characteristics described above 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 above information describes the general duties and requirements necessary to perform the principle functions of the position.  This shall not be construed as a detailed description of all the duties and requirements that may be necessary in this position.
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