
Position Description 
 
Position Title: Marketing Director – Full-time 
Reports To: Director of Member Services 

 
 
Description Summary: Responsible for providing direction and oversight for all marketing and communications 
activities and ensuring delivery of a fully integrated marketing strategy for the Siegel JCC.  
 
Responsibilities: 

 Establish and implement a comprehensive process for managing the Marketing Department’s services 
to all departments within the JCC 

o Create and track against a project plan for monitoring all marketing activities to allow visibility 
into program status and ensure all departments’ needs are met on time 

o Track project requests submitted by departments  
o Establish and implement a change management process to ensure that any changes are tracked 

and communicated to the correct people  
o Develop a process for tracking and reporting of results of marketing initiatives; utilize results to 

adjust marketing strategy 
o Establish a method for organizing marketing materials for ease of accessibility 

 Drive marketing strategy for all programs 
o Meet with department heads and program staff to understand needs 
o Determine marketing strategy, including promotion tactics for all programs 
o Communicate regularly with department heads and program staff to ensure that their needs 

are being met 

 Manage dissemination of information to membership 
o Create, strategically schedule, and distribute all email communications to membership including 

informational and promotional materials 
o Create content for Facebook page, including videos, photos, and information 
o Establish a process for responding to and addressing questions and concerns from membership, 

including timely responses via Facebook and email and distribution of questions to the 
appropriate contacts within the JCC 

o Manage reporting out of membership software to update distribution lists and ensure that 
information reaches the correct people 

o Create graphics and marketing materials for signs, emails, Facebook, etc. 
 Website Management 

o Maintain and update all aspects of the website 
o Determine strategy for making website updates, including navigation 
o Identify solutions or workarounds for all website issues 

 
Education and Qualifications 

 Bachelor's degree, along with a minimum of five years professional experience. 
 Strong oral and written communication skills. 

 Ability to handle multiple projects. 
 Must possess a collaborative, energetic and can-do disposition. 

 Must be extremely organized and detail oriented with a focus on transparency & accountability.  
 Experience with Microsoft Office software (e.g. Excel, Word, PowerPoint), email marketing software 

(e.g. Robly, Constant Contact) and social media channels. 

 Available to work scheduled nights and weekend events. 
 
To apply, please submit your cover letter and resume to jobs@siegeljcc.org.   


