
 

 

                                             Marketing Coordinator  

 

 

The following statements are intended to describe the general nature and level of work to be performed.  

They should not be construed to be an exhaustive list of all responsibilities, duties, and skills required for 

this position. 

 

General Purpose: 

Under the direction of the National Sales Director, the Marketing Coordinator is responsible for planning, 

implementing, and coordinating all marketing activities for FrenchCreek Production in order to support, 

achieve, and exceed company objectives. 

The position will develop and implement the marketing activities of the company by; planning and 

executing marketing strategies to promote FrenchCreek Production and its products, tracking and 

coordinating research activities to gather pertinent information and marketing statistics, and working 

directly and indirectly with various outside groups so that the company’s strategies are reflected in all 

marketing and communication activities.  With limited supervision, the candidate must engage senior 

company management and business department directors and managers to plan and coordinate all 

marketing activities and initiatives of FrenchCreek Production. 

As the main driver of marketing initiatives, the Marketing Coordinator will regularly review marketing and 

advertising trends to develop and implement strategic plans in support of business initiatives.  The role 

will also be accountable for all website and online activity used to further the brand presence of 

FrenchCreek Production.  In addition, the Marketing Coordinator will interface directly with the 

executives, directors and managers of other departments to assure communication of accurate and 

timely information to our field sales team, manufacturer representatives, distributors; and our customers. 

Work Environment: 

 This is a salaried position that is exempt from overtime pay as defined by the Fair Labor 

Standards Act (FLSA). 

 The job will be based and work from the main business office located in Franklin, PA.  

 Minimal travel may be required to attend training, trade shows, or other company events.  

 Significant time will be spent holding meetings, developing communications, and creating 

materials to support sales initiatives. 

 Several hours each day will be spent in front of a computer screen and/or talking on the 

telephone. 

 Successful individuals in the role can expect to work anywhere from 40 to 50 hours per week, to 

include occasional evening and weekend work as needed.  
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Duties and Responsibilities: 

 Design comprehensive marketing plans and programs taking into consideration FrenchCreek 

Production’s image, message, positioning, mission, goals, priorities, and accomplishments. 

 Develop specific activities at the distributor and user level to support communication strategies 

including: 

o Mailings and Emails 

 Organize and maintain addresses and emails for users, reps, and distributors 

 Organize bulk mailings and group emails 

o Catalog development 

 Photography 

 Editing 

 Pre-press layout 

o Quarterly newsletter 

o Advertising in magazines 

 Editing and pre-press layout 

 Negotiating the best possible rates 

 Create a strategic marketing plan and program through which a consistent and appropriate 

content-based image is conveyed to a variety of audiences while allowing sufficient flexibility to 

accommodate the diverse needs and activities of the business. 

 Assure quality and appropriateness of all marketing and communication activities, whether 

internally or externally produced, to include: 

o Web-site maintenance 

 Upgrade website with new products 

 Add appropriate existing products 

 Assure all links work correctly 

o Video development 

 “Commercials” for new products 

 Product demo videos 

 Getting images to distribution 

 Developing and sending product info to manufacturer reps and distributors for 

their pre-press layouts 

 Provide strategic marketing counsel to company leadership, administrative departments, and 

production; serve as the primary interface with distributors in the implementation of marketing 

and communication strategies. 

 Coordinate surveys, evaluations, and assessments of advertising, programs, and campaigns in 

order to determine the effectiveness of the company’s marketing and communication plans. 

 Recommend and participate in the development of company policies and procedures, as 

appropriate. 

 Establish and implement short- and long-range departmental goals; develop departmental 

policies and procedures; monitor and evaluate program effectiveness; and effect changes 

required for improvement. 

 Develop and manage annual budget for the department and perform periodic cost and 

productivity analyses. 

 

 



 

 

Duties and Responsibilities (continued): 

 Integrate marketing principles, strategies, and techniques into the company’s website 

development and design. 

 Represent the company to both internal and external customers by: 

o Organizing for Trade Shows 

 Order booth space, carpet, lead retrieval, etc. 

 Prepare booth for show 

 Include appropriate signage, displays, and products 

 Ensure proper transportation and lodging for personnel and equipment 

o Assisting other departments with events as needed 

 Job fairs, internal company displays, company events, etc. 

 Promote the sale of products by coordinating: 

o New product launches 

 Flyers and Instructions 

 Photography 

 Editing 

 Pre-press layout 

o Price list development 

 Editing and pre-press layout 

 Perform other miscellaneous duties as assigned. 

Essential Qualifications: 

To be successful at this job, a candidate must be able to perform each of the following duties 

satisfactorily.  These qualifications are representative of the required knowledge, skills, and/or abilities for 

the position.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

these essential functions. 

The Marketing Coordinator must: 

 Plan, develop, implement, and evaluate strategic marketing plans applicable to the fall protection 

industry. 

 Maintain current knowledge of marketing concepts, principles, methodologies, and techniques. 

 Possess strong interpersonal and communication skills and the ability to work effectively with a 

diverse community. 

 Have working knowledge of current communication and marketing issues and trends in the safety 

industry. 

 Demonstrate the ability to integrate marketing principles, strategies and techniques into web 

design and development. 

 Plan and implement operational policies and procedures for the marketing department. 

 Be able to make sound administrative and procedural decisions. 

 Provide effective advice and counsel on strategic marketing issues using effective judgement. 

 Develop and deliver oral presentations and written materials for a variety of audiences and 

venues. 

 Demonstrate proficiency with standard Microsoft Office software and Adobe software programs. 

 

 



 

 

Essential Physical Requirements: 

These physical requirements are representative of those that must be met to successfully perform the 

essential functions of this position.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform these essential functions.  

The Marketing Coordinator must: 

 Possess good visual acuity. 

 Tolerate frequent walking and long periods of sitting at a desk. 

 Operate a computer by keyboarding, scanning, printing, uploading, downloading, or otherwise 

handling electronic files.  

 Maintain systems for filing paperwork. 

 Be able to travel to meetings, training, and off-site events. 

 Perform limited physical activity by lifting files and/or boxes of up to 15 lbs. on an infrequent 

basis. 

Education and Experience Requirements: 

 BA/BS degree from an accredited university is required. 

 A minimum of three (3) years of on the job experience related to the specified duties above. 

 Employment or experience with on-line tools, graphic design, and/or website development is 

preferred. 

 

 

CONTACT:  

Scot Henry 

scoth@frenchcreekproduction.com 


