SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Marketing Coordinator (Continued)

San Bernardino Community College District

Marketing Coordinator
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under direction, performs a variety of activities designed to promote and publicize the District’s television and radio station; provides information about KVCR-TV and KVCR radio to the outside media and the general public including station publications, press releases, and on-air promotions; and oversees local outreach efforts and special events.
representative Duties

The following duties are typical for this classification.

1. Develops and implements public relations activities and functions for the station including publicity, advertising, and promotional plans and strategies.

2. Participates in developing and evaluating publicity and marketing goals, objectives, policies, and procedures; implements resulting policies and procedures.

3. Plans, writes, edits, lays out, coordinates, and distributes the publication of a variety of newsletters, news releases, press releases, publications, feature articles and public service announcements using desktop publishing, word processing, and graphic programs on a computer; coordinates information released to the press and broadcast media.

4. Assists with campaigns to increase annual financial contributions from individuals, families and organizations through direct mail, underwriting, on-air promotions and special events.

5. Maintains on-air promotions for KVCR-TV/FM programs and events.

6. Designs and participates in station outreach efforts and special events related to KVCR-TV/FM programs and activities including fund raising activities.

7. Designs and places station advertising on various media including electronic and print.
8. Participates in a variety of technical activities involved in the production, hosting, writing, and broadcast of television or radio programs including participating in live broadcasts and interviews.
9. Performs a variety of administrative support functions; prepares correspondence; updates client agreements/contracts; submits monthly invoices.

10. Responds to questions and inquiries from members of the general public, the media, and outside institutions and organizations; provides information within area of responsibility; resolves complaints in an efficient and timely manner.

11. Attends and participates in professional group meetings; provides information within area of responsibility; maintains awareness of new trends and developments in the field of marketing; incorporates new developments as appropriate.

12. Serves as lead worker with assigned station personnel as necessary.

13. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Principles and practices of marketing and public relations.
Methods and techniques of journalistic writing and reporting techniques.

Desktop computer using desktop publishing, word processing, graphics, design, page layout, drawing, painting and database management.

Methods, procedures, programs, and techniques used to write, edit and publish newsletters and program guides.
Television station and radio station on-air promotion methodologies.

Office procedures, methods, and equipment.

Principles of business letter writing and basic report preparation.

English usage, spelling, grammar, and punctuation.

Must have strong organizational skills, strong public relations skills, strong written and verbal skills.

Ability to:

Develop and write accurate and effective news releases, articles, and announcements.

Develop, write, and coordinate the production of marketing materials in an effective and appropriate manner.
Assist in the development, planning and implementation of a comprehensive fund-raising program geared to specific goals and objectives.

Assist in evaluating the effectiveness of fund-raising.

Deliver promotional materials to various venues.
Respond to inquiries and requests for information.

Plan and organize work to meet changing priorities and deadlines.

Meet critical deadlines while working with frequent interruptions.

Organize data, maintain records, and prepare reports.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Adapt to changing technologies and learn functionality of new equipment and systems.

Work independently in the absence of supervision.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
A Bachelor’s degree from an accredited college or university with major course work in journalism, radio/television, marketing advertising, or a related field; two years of directly related experience may substitute for one year of education.

Experience:
Four years of increasingly responsible experience in public relations, advertising, or marketing.
physical demands and WORKING ENVIRONMENT

The conditions herein 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 job functions.

Environment: Work is performed primarily in a standard office setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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