
 

         Position Description 

Position Title:  Marketing Assistant 

Department:  Communications & Marketing 

Reports to: Director of Communications & Marketing 

Status:   Exempt, full-time 

Date:   September 4, 2015 

Objectives: This position supports the internal and external marketing activities and needs of The 

Marsh, including but not limited to: promotion, publicity, advertising, events and other 

strategies to help grow membership and increase program/event participation. It joins 

the current 2-person internal Marketing Department with the Director of Marketing & 

Communications and our in-house Graphic Designer. 

Duties and Tasks: 

 Assist and follow-through on details of special promotions and events. 

 Update web and mobile site content to keep messaging fresh, current and relevant. 

 Post social media content to increase engagement and grow loyalty. 

 Assist with tracking and measurement of social media and other marketing tactics. 

 Assist with marketing and member research projects as assigned. 

 Expand/maintain customer databases and other targeted groups for marketing outreach. 

 Participate in internal Marsh events and external community events that The Marsh supports. 

 Assist with production of marketing materials including monthly newsletter, e-blasts, flyers, 

direct mailings, brochures and other collateral. 

 Supports and serves as back-up for in-house graphics and in house photography. 

 Support inter-departmental and cross-departmental communication and cooperation. 

 As a member of the back office team, support administrative needs - filing, phones, etc. 

 Organize, file and maintain files and records. 

 Other duties as assigned. 

Desired Qualifications 

 Strong writing skills; part of an internal creative contribution culture. 

 Detail oriented, strong proof-reading skills. 

 Thorough in all aspects of work and follow-through. 

 Proficient and efficient user of digital technology; esp. web and mobile content management 

tools; experience with Constant Contact, Eventbrite and other web-based applications. 

Familiarity or knowledge of HTML and SEO a plus. 

 Excellent verbal and written skills, able to appropriately adapt copy and message across 

traditional and digital platforms. 

 Skillful on both PC (Microsoft Outlook/Office) and Mac platforms.  



 Graphics design training (Adobe In-Design suite) and basic photography skills a plus. 

 Excellent customer service skills. 

 Flexible with changing priorities, calm and personable. 

 Some evening and weekend work required for special events and initiatives.  

 Self-motivated and a self-starter. 

 High energy, and calm under pressure in fast-paced work environment. 

 Minimum 2 years’ experience. Will consider new graduates with exemplary record or related 

background. 

 Warm, positive personality, works well with others. 

 Four-year college degree; emphasis in marketing, PR or communications preferred. 

Work Environment 

 Inside office.  Some physical demands for event support including bending, twisting and lifting 

over 50 lbs. May include travel to other sites, working both indoors and outside. 

Compensation 

 Full time position, exempt pay, eligible for full-time benefits 

Equal Opportunity Employer 

The Marsh, A Center for Balance and Fitness 

The Marsh, A Center for Balance and Fitness, is an independent fitness facility situated on the edge of a 
natural wetland in Minnetonka, Minnesota. Founded on a mind-body philosophy of well-being, The 
Marsh offers an integrative approach to health by blending practices grounded in Western medicine 
with safe complementary therapies such as acupuncture, Tai Chi, meditation and massage 
therapies.  We are home to a medically-based fitness center, lap swimming and warm water therapy 
pools, group exercise and Pilates studios, full service spa, restaurant, shop, conference rooms, overnight 
guest rooms and unique meditative spaces. Our popular lecture series features guest speakers from 
around the world who share similar interests and passions, especially in engaging the community in 
conversations about health and fitness. 

Contact Information 

Submit resumes to Meg Young, myoung@themarsh.com by September 14, 2015. No phone calls. 
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