Alliance Environmental Group

JOB DESCRIPTION


	Name: 
	Job Title:  Marketing Representative

	Non-Exempt
	Department:  San Diego Office

	Approved by:  
	Reports to: Branch Manager 

	Revision Date:  May 12, 2009
	Human Resources:  Mary H. Guerrero


Job Summary Overview:
The Marketing Representative will be responsible for assisting and developing innovative marketing programs that will help drive sales. The Marketing Representative will handle all levels of communication with affiliates, vendors, clients and customers by answering phone calls and emails with regards to the marketing campaigns and the services Alliance Environmental Group, Inc. offers.  In addition, the responsibilities may include assisting the CEO of the Company, the Client Services Director and sales staff.
Major Responsibilities (Essential Job Functions):
· Prepares Marketing Mailings and Materials.
· Manages SEO initiatives and house ad inventory.

· Works closely with SEO developer, web developer and copyright developer. 
· Provides analysis on marketing campaigns performance and optimize growth.
· Updates website blog and publishes press releases.

· Attends Tradeshows and Promotional Events.

· Manages Lead/Referral System for Sales Dept.

· Handles Correspondence from Website.

· Follows-up on New and Old leads.

· Provides efficient, diplomatic, and professional, customer service.

· Performs other duties and/or special projects as assigned by CEO.

Position Requirements: Education, Experience and Skills:
	Minimum

· Over 2 years Sales/Marketing Experience.

· A Bachelor’s Degree in Marketing or a Related Field Preferred.

· Microsoft Office, Word, Excel, Access, Power Point.

· Creative, Detailed Oriented and Organized

	· Customer Service Oriented.

· Able to type 55-65 wpm.

· Excellent phone communication and interpersonal skills.
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Physical Requirements in Accordance with ADA

· Carrying/Lifting:


Minimal lifting.

· Standing:



Minimal Standing.

· Sitting:




Up to 8 hours per day.

· Walking:




Minimal Walking.

· Repetitive Motion:


Keyboard entry, telephone use.

· Visual Acuity:



View read computer screen with or without 







corrective devices.

· Environment exposure:


None

· Other:




Ability to hear and speak for telephone use is 






required.

Employee Signature:






  Date:




Print Name:








Department:







  Location:



