
Marketing & Customer Engagement Coordinator
______________________________________________________________________________

Department:
Marketing
Reports to:
Sr. Vice President/Chief Customer Care & Marketing Officer
Summary:
Under the direct guidance of the Sr. Vice President/Chief Customer Care & Marketing Officer, provides support to meet the goals and objectives of the Bank by assisting with implementing Marketing, Sales, and Customer Engagement programs of the Bank.    

Judgment:
Work is performed under the general supervision of the SVP requiring creativity and appropriate judgment in choice of action within the Bank’s established policies.

Complexity:
Work involves direct responsibility for: maintaining all website content, digital media, social media, and point of sale materials; creating newsletters and emails for internal team and customer communication; coordinating and attending community, corporate and special events; tracking marketing, sales and retail banking programs; data base oversight for Insight CRM and Sales/Referral systems, and assisting with general marketing and retail administration functions.  Project planning and follow-through are necessary to be successful in this position.
Impact of Errors:  Accuracy and efficiency is required.  Any error could result in inaccurate information presented to customers, report errors, customer account errors, missed deadlines for promotions and ad campaigns, inaccurate sales/employee commission reports, and reputational risk.    

Contacts/Interpersonal Relationships:  Work will involve communication with all bank staff, Board members, vendors, customers, and others in the community. Requires diplomacy, strong interpersonal skills, and the ability to deal effectively with a wide variety of people, while promoting the Bank’s services and products. Candidate must maintain a high level of professionalism and applicable confidentiality in all communication.
Supervisory Responsibilities:  Work does not involve any supervisory responsibility.

Job Requirements:

· Must be organized, detail oriented and be able to work independently

· Must be proficient in MS Word, Excel, PowerPoint and Outlook; MS Access, Canva, video editing and graphic design a plus.
· Excellent writing skills with attention to detail.
· Willing to accept new challenges

· Banking and/or marketing experience preferred
· Bachelor degree in marketing or business preferred 
Specific Job Functions:

Marketing, Sales and Retail Banking Communications and Administrative Support

· Create, write, design and distribute the Bank’s internal & external newsletter(s) and press releases.
· Track customer engagement, referrals, sales and business development results, staff scheduling, and other administrative support for Retail Banking offices. 

· Coordinate Marketing SOP updates and additions as new procedures added.

· Securely perform scheduled data base updates and generate reports for CRM, digital marketing, and other vendor partner database programs.
· Review all printed material scheduled for reprint with forms management company and coordinate review by appropriate departments to ensure approval in a timely manner
· Perform competitive surveys for products, rates, fees, etc.

· May assist staff in sales/service/operations training, prepare for and schedule meetings and maintain records.
Coordinate Bank Events and Special Customer Programs

· Co-ordinate Bank’s participation in and presentation of community events, trade shows, seminars, Advisory Board meetings, bank meetings, etc. and attend events as appropriate.  Prepare presentations and other marketing materials.
· Co-ordinate School Banking and Financial Literacy program promotion, maintain database of users in participating elementary schools, serve as the School Savings bank representative as necessary, create educational material for participants and parents.

· Co-ordinate and track Advisory Board referral activity and maintain membership database.
· Maintain promotional items, tracking inventory and selecting appropriate items for special events and sales programs. 
· Represents the Bank through active involvement in community activities and industry organizations.

Digital Media
· Website

· Check website regularly and recommend changes or updates to keep information fresh and accurate, and using website content analysis tools to maintain and improve SEO performance and ADA compliance.
· Verify that website promotes appropriate products and services to coordinate with current marketing program and shows current rates, etc.  Post current press releases on website. 
· Primarily responsible for deposit rate changes on website.

· Create emergency “Site Alerts” or “Headlines “when needed on website.

· Insure website inquiries are being assigned to appropriate employees. 
· Social Media

· Plan, create and schedule social media postings to engage the public and customers and support specific marketing campaigns and overall bank image.

· Email

· Maintain email database, assist with email marketing campaigns, track results.

· Create and design content for e-newsletters using ClickRSVP.

· Digital Targeted Campaigns through Segmint

· Analyze data, suggest targeted customer campaigns, monitor that correct programs are active and running properly

· Online Banking Communication
· Create marketing messages & ads for Online/Mobile Banking Users
· Digital Point of Sale Materials

· Create Content for in branch digital displays and update regularly
Implement Media Schedule and Supporting Materials

· Responsible for Point of Sale digital and printed material throughout branches to ensure that promotional material supports current promotion and displayed in the most effective way.

· Coordinate placement of ads with newspapers and production of product literature, posters and other materials to support marketing and media schedule.

· Coordinate statement insert schedule and notify COCC or Global Viewpoint.

· Assist with Direct Mail Campaigns including creation of merge documents, production of labels, extraction of data, and contact with direct mail house.
Work with ad agency

· Coordinate website updates, production and delivery of point of sale and other marketing materials, production and distribution of special event materials or press releases.
Physical Requirements:  
Ability to communicate clearly and concisely with bank management, staff, and customers and attend bank related events.  Ability to lift materials, food trays, and other items (up to approximately 30 lbs) to set up for community & corporate events.  Mobility to move outside the Bank to assist with events and business related errands.

Other Functions of the Position:

Performs additional work as requested or required as time, workload, and staffing warrant.
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