



NATIONAL ASSOCIATION OF REALTORS®
Job Description
Job Title: Marketing Specialist




Department:


Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:
The Marketing Specialist is responsible for executing marketing strategies, designing campaigns, analyzing the effectiveness of each campaign and developing the association’s overall marketing programs. The Marketing Specialist plays a lead role in developing the brand, sales collateral, web content and engaging with the association’s membership base, as well as the social media presence and strategy. 
ESSENTIAL FUNCTIONS:
· Develop and lead product marketing and brand marketing strategy

· Develop marketing materials and coordinate compatibility of marketing programs with public relations activities

· Assist in the preparation of long-term and short-term marketing plans and strategies

· Create and execute digital marketing campaigns

· Serve as first point of contact for outside PR firm.
· Coordinate with web developer making content updates to the website.
· Develop social media accounts and create social media content to generate traffic/ interest, action, and response.
· Write social posts and generate social media calendar.

· Conduct market research and competitor analysis.

· Develop and edit promotional brochures.
QUALIFICATIONS:
· 2 or more years of business-to-business marketing experience

· Prior experience in advertising, product marketing and project management required

· Self-motivated, highly resourceful team player with a positive can-do attitude.

· Possess excellent writing and communications skills

· Create compelling content 

· Experience planning/coordinating special events

· Experience with both digital marketing and traditional marketing software: Salesforce, Email Marketing, Google AdWords preferred

· Experience with Adobe Creative Suite 
· Prior experience in REALTOR® or association trade groups is a plus

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


