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    Job Posting: Marketing Coordinator – CommQuest  

 

CommQuest is currently seeking a Marketing Coordinator for our Marketing 

department.  The Marketing Coordinator is responsible for overseeing the 

creation and delivery of marketing functions and will lead the organization’s effort 

in graphic design, print preparation, and archiving of marketing collateral.  This is a full time position with benefits including 

PTO, sick time, mental health days, medical insurance, vision/dental insurance, 403b match contribution, etc.  The schedule 

for this position will primarily be Monday – Friday, day time hours but will require the ability and willingness to work outside 

of traditional office hours, including occasional evenings and weekends. 

 

Job Duties include: 

 Responsible for overseeing the creation and delivery of marketing functions. 

 Responsible for the day-to-day functions of the Marketing Department. 

 Oversee content, design, production, and dissemination of printed and visual content, such as brochures, 

newsletters, event materials, etc. 

 Collaborate with Program Managers to seek ways to better market various programs. 

 Collaborate with the Director of Marketing & Communications to establish project schedules, timelines, and 

priorities.  

 Cultivate relationships with stakeholders, vendors, and CommQuest supporters. 

 Develop original ideas, concepts, and designs that align with the target audience’s needs. 

 Responsible for staffing community events, as needed. 

 Utilizes a good working knowledge of all Adobe products, as well as Constant Contact and WordPress.  

 All other duties as assigned. 

 

Minimum Qualifications: 

 Minimum of a Bachelor’s degree in Marketing or related field is highly desired. 

 Must have a minimum of two or more years’ experience in Marketing, Communications, or Graphic Design. 

 Must be proficient in the use of Adobe Creative Suite, Constant Contact, WordPress, Microsoft Word, Microsoft 

Excel, Microsoft PowerPoint, and Microsoft Access. 

 Must have strong editing and proofreading skills. 

 Versatile, flexible, and a willingness to work within constantly changing priorities. 

 This position requires the ability and willingness to work outside of traditional office hours.  May include 

occasional evenings and weekends.  

 

Interested parties, please send Resumes to:  HR@commquest.org.  Please include which position you 

are applying for in the subject line of the email. 

 

CommQuest was voted as the "Best Overall Company to Work For" 

in Stark County in the 2019 Best of the Best Readers' Choice Awards 

in The Canton Repository! 
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