MANOR ::
ESTATE
Job Description — Marketing Coordinator

Division/Department Real Estate Sales & Leasing

Location 8085 Manchester Road, Brentwood, MO 63144
Job Title Marketing Coordinator
Reports to Ben Cherry and Eddie Cherry (Principals) Travel = No Travel, Work in Office.
Level/Grade Works Closely Type of position: Monday through Friday
with Office Full-time (40 Hours per Week) = Office Hours are 8:30am to 5pm
Manager and
Agents.
GENERAL DESCRIPTION

A full-service boutique real estate firm in St. Louis, is looking to add a Marketing Coordinator to our growing team. This
individual will play key roles in the weekly creation of marketing collateral, facilitation of internal communication workflows
and overall brand strategy for the company.

DUTIES AND RESPONSIBILITIES

— Assist team with weekly listing production; This includes property flyers and brochures, website creation, social media
graphics, etc.

— Edit and manipulate photos, maps, aerial plans, floor plans and other materials for listing flyers

— Preparing other brokerage presentation materials including tour books, offering memorandums, Broker opinion of values,
presentation folders, etc.

— Assist with weekly social media content creation (Facebook, Instagram, Instagram Story, LinkedIn)
— Assist with creating weekly Mailchimp email to be distributed

— Putting content together for newsletters, blogs and our website

— Enhancing Search Engine Optimization (SEO) presence on the web

— Event Planning (Open Houses, client appreciation events, company get togethers, etc.)

QUALIFICATIONS / SKILLS

— Bachelor’'s Degree in Marketing, Communications or
Related Field or 2+ years experience in Digital
Marketing, Social Media Management or Related Field

— Excellent Copywriting and Communication Skills

— Proficiency with Graphic Design Applications (Adobe
lllustrator or Adobe Creative Suite)

— Extremely Detail Oriented

— Excellent Time Management Skills

Proven ability to stay organized, manage files and
catalog art while handling multiple projects
simultaneously — must be able to work in a fast-paced
environment and handle multiple competing priorities

Willingness to Learn
Ability to work well in a Team Atmosphere

Works Well Under Pressure for Deadlines

*To apply for this position, please send your resume and Cover Letter to Ben Cherry, CCIM at Ben@ManorRealEstate.com*

Manorrealestate.com |

8085 Manchester Road, Brentwood, MO 63144 |

314.647.6611


mailto:Ben@ManorRealEstate.com

