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Proposal & Marketing Coordinator 

 
About the Position: As a welcome addition to our existing proposal team, the main focus of this position will be in 
professional writing and proposal development, followed by providing top-notch "administrative support" for marketing 
and business development department.  
 
To succeed in this role: You'll be a master of managing details ranging from proposal writing/editing to database 
maintenance (Vision CRM), conference / exhibition coordination, and marketing inventory management. You'll have 
"strong writing skills" as well as superior document formatting, layout, proof-reading and editing talent. You'll have a 
"get it done" attitude and enjoy nailing down those critical details that make all the difference between an okay effort 
and an exceptional one. Finally, you'll do your work with a feeling that you own part the company you're representing. 
Why? Because we're an employee-owned company. 
While your assignments may vary from day to day, your focus will be to continually ensure that you've buttoned up the 
details. 

Position requirements: The following skills are vital for this position: 

 Excellent writing, editing and proofreading skills 
 Advanced Microsoft Office proficiencies to include Word, Excel, Outlook and PowerPoint 
 Experience with RFPs, RFQs, and Proposals. 
 Minimum of 5 years relevant admin/coordination experience; marketing environment a plus 
 Strong project management skills 
 Strong organizational skills with attention to detail and quality 
 Ability to effectively manage multiple priorities with concurrent due dates 
 Strong interpersonal/communication skills 
 Ability to quickly adapt to a changing environment with an upbeat attitude 
 Self-motivated / self-starter 
 
Additional skills that would be a benefit: 
 Exposure to Adobe Creative Suite to include Illustrator, InDesign and Photoshop 
 Exposure to mass email marketing platforms (MailChimp) 
 Familiarity with WordPress website platform 

 
Primary Duties: 

 Lead proposal development and marketing material coordination, editing, quality control, and production. 
 Maintain sales material and giveaway inventory (to include brochures, collateral, direct mail, proposals, 

newsletters, web graphics, etc.). 
 Coordinate all aspects of tradeshows, company sponsored promotions and events. 
 Assist Marketing Manager in coordinating various integrated communication and marketing activities. 
 Manage and maintain the Marketing/Business Development calendars in Outlook 
 Support and disseminate all marketing reporting (including database extracts and Excel tabulations). 
 Gather information to develop case studies, references, and testimonials. 
 Execute a wide variety of details that involve direct mail, email broadcast campaigns, trade shows and events, 

public relations, client communications, media advertisements, promotions, and other marketing plans. 
 Pitch in with the various administrative and marketing support duties related to the daily operations of the 

marketing department. 

Salary: This is an hourly non-exempt position. $20-$25 per hour dependent upon qualifications and experience.  


