Omega Phi Alpha – Position Description

Title: Marketing Coordinator
General Purpose of Position:

The Marketing Coordinator is responsible for executing marketing and brand strategy for local and national programs including expansion efforts for the sorority.

Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Communications

Accountable to:
VP Communications

Support from:
VP Communications

Works with:
All NEB as needed; Expansions/Convention/District/Alumnae/Program coordinators; Social Media/Website/Public Relations coordinators, Chevron team, active chapters and alumnae
Term of Service:
1 year from July through June, may be reappointed subject to yearly evaluation and other considerations

Time Commitment: 
5-10 hours per week
Required Qualifications:  

· Any active or alumna member of Omega Phi Alpha may serve in a national appointed position.

Preferred Knowledge/Abilities/Experiences:

· Experience or background in marketing, integrated brand strategy and/or advertising.
· Proficient in project management including budgeting and scheduling.
· Ability to maintain regular contact with chapters and NEB members.

· Knowledge of website development, email marketing applications (such as MailChimp) basic graphic design, photography and/or video production.

· Experience working with external vendors and consultants.
· Knowledge of OPA policies and procedures.

· Effective written and oral communication skills.

· Self-motivating. Promptly respond to requests from NEB and active chapters.
Duties and Responsibilities:

General Duties

· Submit monthly progress and summary reports to the VP Communications.
· Assist VP Communications with development of an integrated public relations and marketing strategy for the sorority to support Vision 2020 goals.

· Collaborate with Social Media, Website, Public Relations and Chevron team on consistent messaging and visuals per branding guidelines and overall marketing strategy.
Marketing Duties
· Work closely with the VP Communications on national integrated marketing strategy and campaigns related to national goals. 
· Work with VP Membership and chapter officers to streamline recruitment marketing.

· Work with VP Expansions on marketing strategy for expansion efforts.

· Work with National President and VP Finance on national fundraising campaign marketing needs.
· With the Public Relations Coordinator, create and maintain a marketing and publicity guide that covers an extensive collection of ideas and materials for promoting OPA in university communities. Distribute to chapters before each semester begins and update as needed.

· Create and maintain recruitment tools including everything chapters could possibly use to help promote local rush efforts.

· Collaborate with Chevron team to supplement communications via monthly email newsletters.

· Brainstorm with team members to develop and test new ideas and marketing technology and collect metrics.

· Assist chapters with creating an email campaign or other print or advertising campaigns consistent with national branding.

· Coordinate the purchase of banners, signs and other promotional items for active chapters or for use in expansion efforts.

· Research and produce promotional items for new member recruiting at active chapters and in expansion efforts. 

· Educate chapters about visual, logo and written national branding guidelines and monitor consistent compliance across all marketing and promotional materials.
· Contact active chapter universities to provide information or other materials for inclusion in university new student packets.
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