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JOB DESCRIPTION 
 

JOB TITLE  MARKETING ASSISTANT DIRECTOR 
 

REPORTS TO  Marketing Associate Director 

DATE 
CREATED/REVISED 

February 2015  

 
Organization 
The OSU Alumni Association serves Oregon State University and its alumni by engaging 
alumni and friends in the life, promotion and advancement of the university.  

 
Primary Purpose 
The marketing assistant director provides marketing and communications services for 
the OSU Alumni Association reflecting the mission and strategic priorities of the 
organization. 
 
Essential Duties and Responsibilities  
Print communication 

 Creates fliers and event signage 

 Helps maintain the calendar for print projects 

 Drafts copy 

 Proofreads materials including the Oregon Stater for both grammar and content to 
ensure the accuracy of information, consistency of messaging/branding 

 
Electronic communication 

 Acts as webmaster for  www.osualum.com 
o Acts as first line of support for iModules website and e-mail system 
o Recommends changes/updates that ensure site follows best practices 
o Proofreads e-mails and webpages created by other staff for both grammar 

and content to ensure the accuracy of information, consistency of 
messaging/branding 

o Analyzes data from Google Analytics  

 Supports social media communications by creating messages, maintaining a posting 
schedule and responding to comments/mentions 

 Batch resize photos in preparation for posting online 

 File photos on media server, create index sheet 

 Proofreads weekly Beaver Eclips, maintains schedule for the e-newsletter’s 
promotional header 

 Assists regional directors with creating photo galleries (Flickr) and albums 
(Facebook), makes sure all galleries are appropriately captioned 

http://www.osualum.com/
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 Assists with preparing and posting electronic version of the Oregon Stater including 
sending links and other materials to colleges participating in the inserts program 

 Research and report on industry trends 
 

Misc. 

 Orders promotional items for association-wide use, works with administrative staff to 
maintain inventory and ensure proper charge-backs 

 Maintains a list of vendors for various printing projects including promotional items 

 Represents the OSUAA at meetings when the marketing associate director is unable 
to attend. 

 Participates in brainstorming for event promotion and membership appeals 
 

Other Duties and Responsibilities   
 Support and attend alumni events and programs as needed. 

 Works with in organization’s budgets and policies. 

 Pursues professional development and opportunities to learn best practices in alumni 
relations, marketing and communication.  

 Perform other duties as assigned. 
 

Key Partnerships and Relationships 
Develop and actively sustain excellent working relationships with a variety of constituencies 
including university advancement partners.  Provide information to and generally interact with 
university state/faculty, campus partners, alumni, donors, volunteers and students. 

 
Minimum Qualifications and Experience 

 Associate degree required, Bachelor’s degree preferred. 

 Experience in marketing, communications or closely related field 

 Proficient in writing, proofing and editing  

 Project management 

 Software: Microsoft Office Suite, website content management system and/or mass e-mail 
system (preferred iModules), InDesign, Photoshop 

 Knowledge of software used to produce online content 

 Must possess a valid driver’s license. 

 
Competencies 
To perform the job successfully, an individual should demonstrate the following 
competencies: 
 
Must be able to communicate well both verbally and in writing with all levels of staff, volunteers, 
board members, university staff, partner organizations, and the general public. Must have the 
ability to establish and maintain effective working relationships, which includes but is not limited to: 
ability to lead office support team and projects; ability to interact with diverse groups and 
populations.  Must be able to work independently with limited supervision, as well as the ability to 
work in a team environment and produce results in conjunction with fellow team members. Ability 
to provide exceptional customer service and to respond with flexibility to urgent, unexpected 
requests is required. Requires the ability to plan and prioritize simultaneous projects. Must 
possess the ability to use good independent judgment and to exercise tact, diplomacy and 
maintain confidentiality.  
 
Must possess an enthusiasm for the mission and work of the association.  
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Physical/Mental Demands and Work Environment 
 Must be able to speak clearly and convey detailed information and instructions accurately. 

 Must be able to hear average or normal conversations and receive ordinary information. 

 Must have average, ordinary visual acuity necessary to prepare or inspect documents and 
perform work on a computer screen. 

 This job is conducted in an office work environment, generally with no adverse conditions 
present and generally with minimal fluctuations in the temperature.  

 Incumbent is sitting most of the time. Regularly moves around the offices for meetings or 
when representing the association at alumni events.   

 Evening and weekend work is occasionally required. May require extended hours 
periodically.  

 Occasional travel to alumni events is required. Travel may be either by personal car, or bus, 
train or air depending on the location of the event.  

 Must be able to exert up to 10 lbs. of force occasionally to lift files, push/pull filing cabinet 
drawers, carry supplies, and other similar office tasks. 

 

Attendance 
Compliance with general company standards is required. 

 
Safety  
Compliance with general company standards is required. 
 

FLSA Status  
Non-exempt  

 
Signatures & Dates - The following signatures are required to confirm the accuracy and 

completeness of the Job Description; that essential functions are aligned with organization goals and 
objectives; to validate that it is clear, concise and supports compliance with legal considerations; and 
employee understanding of the job requirements.  NOTE: Because jobs change, management 
reserves the right to add to or change the duties of the position at any time. 

 

Immediate Supervisor:       Date: 
  
  

Employee:        Date: 
  

  
 
 
 
 
 

 

 
 

 

 


