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Marketing Coordinator 
 

World-class engineering firm is seeking a Marketing Coordinator to support and advance marketing and business 
development efforts. If you have a passion for writing, like to work collaboratively, have creative ideas, and know 
or are willing to learn the AE industry, we want to talk with you. Part time to start, with potential of going full-
time in the future.  
  
Job Summary 
The Marketing Coordinator works closely with the Marketing and Business Development Manager in efforts that 
include developing marketing materials, proposals, qualifications packages and presentations; maintaining the 
website; producing social media posts; maintaining the database of clients and projects; and doing market 
research.  
 
Qualifications and Skills Required for the Position 
 Marketing, graphic design or communications related degree or related experience 
 Strong writing skills with the ability to reflect BBA’s voice 
 Good artistic eye 
 Creative thinker who seeks to improve operations/procedures 
 Proactive nature, ability to problem solve, impeccable attention to detail 
 Works independently and collaboratively 
 Fits well with BBA culture: easy-going, upbeat, hard-working with a good sense of humor 
 Passionate about being part of a succeeding team/company that is committed to “working to make the 

region’s built environment sustainable and enduring, grounded in a respect for the past, with a well-designed 
vision for the future”i 

Duties and Responsibilities 
 Manage assigned proposals, qualifications packages, and presentations with oversight from the Marketing/BD 

Manager 
 Complete various writing assignments such as proposal narratives, project descriptions, leadership bios, firm 

processes, and occasional blog posts—all narratives go through a thorough editing process with 
the Marketing/BD Manager 

 Design graphic documents (project sheets, PowerPoints, displays, boards, advertisements, invitations, 
brochures, mailers, etc.) 

 Track marketing efforts in InFocus (our database system); create monthly tracking reports  
 Maintain CRM records of contacts, communications and appointments 
 Maintain website  
 Prepare and schedule posts for social media and e-news blasts 
 Maintain calendar of events dates and deadlines for submissions/registrations 
 Conduct market research 
 Assist Marketing/BD Manager in setting appointments and travel arrangements  
 Attend networking events as needed 

i	http://www.brucebrooks.com/about/	

																																																													


