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JOB DESCRIPTION

	Position Title:
	Marketing & Communication Associate I

	Department:
	Marketing & Communication

	FLSA Class:
	Non-Exempt 

	Job Type:
	Full Time

	Standard Week:
	40-Hours Per Week

	Report To:
	Director of Marketing & Communication


	Job Description:  John G. Ullman & Associates, Inc. is seeking a Marketing & Communication Associate to join our Firm. This position will support the Marketing Department in developing and executing marketing and communications initiatives that increase awareness of the JGUA brand, engage current and prospective clients, support educational programming, and contribute to the Firm's business development efforts.

Working from the Horseheads, NY Office, the Marketing & Communication Associate will work closely with the Director of Marketing & Communication and members of the JGUA team to develop and distribute content across a variety of marketing channels, support events and presentations, maintain marketing materials and digital platforms, and assist with the day-to-day activities of the Marketing & Communication Department.

This is an entry-level position designed for an individual who is interested in building a career in marketing and communications within a professional services environment. The successful candidate will be creative, organized, detail-oriented, dependable and willing to learn. The ability to manage multiple assignments, meet deadlines, communicate effectively and work collaboratively with others is essential.

The Marketing & Communication Associate will receive direction and guidance from the Director of Marketing & Communication while developing increasing responsibility and independence across the Marketing Department's activities.



	Job Duties  

	Content & Communications

· Assist with the development and execution of marketing communications, including email campaigns, mass communications, invitations, social media posts, website content and other communications.

· Draft, edit, proofread and format marketing content, including email communications, blog posts, articles, presentations and event materials.

· Work with the Director of Marketing & Communication and internal subject matter experts to gather information and develop content relevant to JGUA's clients, prospective clients and broader audience.

· Repurpose existing JGUA content for use across multiple channels, including social media, email, website, video and other marketing materials.

· Assist with the development and maintenance of marketing collateral, including factsheets, presentations, brochures, one-pagers and event materials.

· Ensure marketing materials are accurate, consistent with JGUA's brand standards and properly formatted before distribution.


	Digital Marketing

· Assist with the creation, scheduling and distribution of email marketing campaigns.

· Assist with maintaining JGUA's social media presence, including LinkedIn, Facebook and YouTube.

· Assist with website updates and content management, including basic WordPress updates.

· Help organize and maintain digital marketing assets, including images, videos, graphics, presentations and other content.

· Monitor and track basic engagement information from email, social media, website and other digital marketing activities.

	Events & Educational Programming

· Support the planning and execution of JGUA educational presentations, seminars, webinars, conferences and other Firm events.

· Assist with event logistics, including invitations, registration materials, attendee communications, presentation materials, supplies and other event needs.

· Help prepare materials and coordinate details before, during and after events.

· Assist with post-event communications, including follow-up emails, distribution of materials, recording communications and other related activities.

	Business Development & Lead Support

· Assist with marketing activities designed to generate awareness and interest among prospective clients and Centers of Influence.

· Support lead-generation campaigns and other business development initiatives through content, email, events and other marketing activities.

· Assist with tracking marketing leads, registrations, inquiries and other business development activity.

· Maintain accurate marketing and prospect information within applicable Firm systems.

· Assist with the preparation of materials used to support business development and relationship development activities.

	Multimedia & Creative Support

· Assist with the production and editing of video, audio and other multimedia content for podcasts, webinars, social media, YouTube and other marketing channels.

· Assist with creating and editing basic graphics and visual materials for marketing purposes.

· Help prepare video and audio files for distribution and maintain organized libraries of marketing media.

	Marketing Operations & Administrative Support

· Maintain the Marketing Department's calendar, project schedules and other tracking tools.

· Assist with organizing and prioritizing Marketing Department projects and deadlines.

· Maintain organized files and records for marketing materials, campaigns, events and other projects.

· Assist with marketing data entry, reporting and tracking as needed.

· Provide administrative and project support to the Director of Marketing & Communication and other members of the Marketing Department.

· Assist with special projects and other Marketing Department initiatives as assigned.

· Perform other duties as assigned.


	Required Qualifications:  

· Bachelor's Degree or equivalent combination of education and relevant experience.

· Strong written and verbal communication skills.

· Strong attention to detail and organizational skills.

· Ability to manage multiple assignments and meet deadlines.

· Ability to communicate effectively and professionally with individuals at all levels of an organization.

· Ability to take direction, accept feedback and apply feedback to future work.

· Ability to work independently on assigned tasks while also working effectively as part of a team.

· Proficiency with Microsoft Office, including Word, Excel and PowerPoint.

· Demonstrated interest in marketing, communications, content creation or a related field.


	Preferred Qualifications: 
· Bachelor's Degree in Marketing, Communications, Public Relations, Graphic Design, Journalism or a related field.

· Internship, academic or other hands-on experience in marketing, communications, social media, public relations, graphic design or a related field.

· Experience creating written, graphic, video or social media content through academic, internship, professional or personal projects.

· Familiarity with Canva Pro.

· Familiarity with Adobe Creative Suite, including Premiere, Illustrator and/or InDesign.

· Familiarity with social media platforms, particularly LinkedIn, Facebook and YouTube.

· Familiarity with WordPress or another website content management system.

· Basic experience with video or audio editing.

· Experience assisting with events, presentations or other marketing activities.

· Experience working in a professional office environment.


	Skills & Attributes:

The successful candidate will demonstrate:
· Writing and Communication: Ability to communicate clearly, professionally and appropriately for different audiences.

· Organization: Ability to keep track of multiple assignments, deadlines, materials and details.

· Attention to Detail: Ability to identify errors and inconsistencies and produce accurate, polished work.

· Creativity: Interest in finding new and engaging ways to communicate information.

· Adaptability: Willingness to learn new tools, systems and processes and adjust to changing priorities.

· Initiative: Willingness to ask questions, identify opportunities to help and take ownership of assigned work.

· Collaboration: Ability to work effectively with the Marketing Department and colleagues throughout the Firm.

· Professionalism: Ability to handle confidential and sensitive information appropriately and represent JGUA professionally.


	Equipment, Software and Materials Used:  

· Microsoft Office (Word, Excel, PowerPoint)

· Outlook

· Canva Pro

· Adobe Creative Suite (Premiere, Illustrator, InDesign)

· WordPress

· Pivotal CRM

· Social media platforms

· Email marketing and other marketing technology platforms

· Other Firm systems, software and equipment as needed
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