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JOB DESCRIPTION





Title:	Marketing Assistant


Firm Name & Size:	


Reports to:	Marketing Administrator


Position Summary


The Marketing Assistant is responsible for providing support to the firm’s marketing efforts and administrative support to the Marketing Administrator.


Job Responsibilities:


Client Communications / Public Relations /Advertising�
Assist the Marketing Administrator with writing, editing and proofreading lawyer and practice group profiles


Assist the Marketing Administrator with writing, editing and proofreading the firm’s internal and external publications (e.g. papers, newsletters, client alerts, etc.)


Prepare PowerPoint Presentations


Prepares ads for law journals, newspapers, magazines - write copy, design and layout�
�
�
Co-ordinate updates to website�
�
Business Development / Event Planning�
Conduct internet and marketing research


Using Database - track projects and business developments leads; analyze data and prepare reports


Co-ordinate seminars and events (finding location, all arrangements with hotel/other location, food, invitations, RSVP’s, registration, name tags, speakers, handouts and AV equipment); attend seminars to handle registration table and other logistics�
�
�
Assists the Marketing Administrator with implementation of lawyer speaking engagements, special events, panel participation and other ad hoc marketing efforts�
�
Administrative�
Co-ordinate all internal and external requests for marketing material�
�
�
Co-ordinates external directory listings and survey information�
�
�
Co-ordinate updates to marketing database;�
�
�
Maintain supply of marketing materials; inventory and re-order as needed�
�
�
Maintain department’s filing and catalogue systems�
�
�
Organize staff projects (e.g. ski tickets, umbrella purchases, gift purchases, etc.)


Assist in finding/maintaining relationships with vendors (i.e. graphic designers, printers, seminar locations, printing houses, promotional supplies, etc.)�
�
�
Co-ordinates the department’s accounts payables and cheque requisitions�
�



Job Qualifications:


understanding of the marketing concept and needs and expectations of law firm clients


be familiar with the services provided by a full-service corporate law firm


understand needs and expectations of law firm clients


demonstrated strength in interacting and communicating with colleagues at all levels, both within and outside the office


ability to adapt to and work within the firm’s culture


strong oral and written communication skills (e.g. grammar/spelling/proofreading)


strong organizational skills and ability to multi-task and prioritize


internet research and website marketing


attention to detail and ability to prioritize and see projects through to completion


working knowledge of word processing (word), desktop publishing (PageMaker), presentation software (PowerPoint), database management (Access) and spreadsheet applications (Excel).
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