
 

JOB DESCRIPTION 
 
Position: Marketing Assistant/Part Time  
 
General Purpose: The Marketing Assistant will coordinate and execute communication and marketing 
activities to connect the organization’s brand with its audiences.  Working with the entire team, the 
Marketing Assistant will maintain or websites, manage social media platforms, prepare e-newsletters and 
collateral materials and assist in event production.  This position requires a strong attention to detail, 
ability to balance shifting priorities, strong analytical skills and a proactive mindset. 
 
Major Responsibilities: 
 

 Maintain WEDC and related organization’s websites.  Ensure that content is accurate, current, 
and in accordance with the website standards and guidelines.  

 Create and implement different types of original content for all social media platforms (Facebook, 
LinkedIn, Twitter and Cureo primarily) 

 Prepare newsletters (email and print), flyers and infographics and occasional news releases.  
 Work with outside contractors in the production of advertising, collateral materials and video.   
 Prepare presentations using Microsoft PowerPoint or Prezi.  
 Provide marketing support for all organization events.   
 Monitor marketing efforts and create reports and metrics to assist in continually fine-tuning the 

overall marketing strategy. 
 
Knowledge, Abilities and Skills: 

 Minimum 2 years experience in marketing with experience and working knowledge of the 
responsibilities described above.  

 Comfortable using a content management system to update, create and maintain web pages.  
 Have basic graphic design experience/ability. 
 Skilled writer with strong grammar and editing skills. 
 Demonstrated ability to conceive and execute creative strategy and content for all marketing 

efforts. 
 Capable of task-oriented work flow, with strong organizational skills. 
 Good communication & interpersonal skills. 
 Photography skills a plus.  
 Proficient in Microsoft Word, Excel, Powerpoint and Outlook. 
 Must be a team player, have a strong work ethic and a positive attitude. 

 
Accountability:  The Marketing Assistant will be accountable to the President for the above described 
duties.  
 
Results: Results will be measured on the overall performance of duties, particularly on achievement of 
results as measured by pre-established priorities and activities.    
 
Details: 

 Part-time, 15 hours/wk, may include some early mornings and evenings.   
 $12 to $15 per hour, DOQ 
 Flexible work schedule. 
 Drug free environment; background check required. 

 
Send Resume to:  
Rod Crider, President 
542 E. Liberty St. • Wooster, OH 44691 
rcrider@waynecountyedc.com 
For a complete job description, visit:  


