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Marketing and Communications Coordinator
7/8/2012
Hours: (20) Monday to Thursday
Number of Positions Available: 2
Using two of the most credible entrepreneur training curricula in the industry and 9 years experience building successful small businesses, Enterprise Development Trust Corporation (a Massachusetts nonprofit corporation) is developing and testing methods of training and providing support services to small business owners.  We will be both building and delivering pilots for these programs in 2012 and will run our first small business training program in October of 2012.

EDTC is looking for marketing and communications support.  In this unique position you will be running both promotional campaigns for the Enterprise Development and marketing projects, including research projects for small businesses. The appropriate candidate will have either a background or a degree in marketing, and an interest and work experience in small business services.

Job skill requirements

1. Ability to take direction.
2. Ability to work independently
3. Knowledge of how adults learn
4. Ability to work as a team player.

5. A bachelors degree in business, marketing or communications is required 
6. A graduate degree is preferred 

7. Proven ability to write 

8. Excellent Communication skills

9. Reliability 
10. Punctuality
Job Duties

1. Maintain a database of key holders constituents and clients
2. Create campaigns to maintain their interest and support

3. Create programs to raise funds.  

4. Maintain communications and meet the needs of Key holders, constituents, and clients acting as a resource and a support as well as promoting the organizations services
5. Develop newsletters

6. Develop and market webinars and workshops

7. Maintain 

8. Develop and maintain a small business network

9. Develop web pages on social media forums

10. Regular participate in discussions in linkedin social networking group.  

11. Maintain twitter accounts

12. Create and maintain facebook pages

13. Expand connections and network

14. Promote the organization among small business groups in person and online.

15. Coordinate with the Development and Fundraising Intern as needed.

16. Create and maintain a database of each constituent group.

17. Design and deliver marketing campaigns quarterly for each constituent group.

Job Description:

· Maintain social media presence.
· Design and deliver marketing campaigns.
· Coordinate and deliver webinars.
· Expand the organizations network and sphere of influence.

· Report to the Executive Director and the Assistant to the Executive Director.

Contact Information
Hajar Logan

Director
Enterprise Development Trust Corporation
Boston, MA 02124

hlogan@enterpriseincubators.org
Enterprise Development 


Trust Corporation 


.  











