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Marketing Coordinator 
Job Description 

 
 

 
Category: Part Time (avg. 25-30 hours per week)  
FLSA Status: Non-exempt 
Pay Type: Hourly 
Pay Range: Starting Pay $15.00 - $17.00/hour, commensurate with experience 
Schedule: Variable depending on season and activity.  Occasional opportunity for work at home, particularly in off-season 
 
Position Description: 
Reporting to the Deputy Director, the Marketing Coordinator will be responsible for organizing and executing promotional and 
public relation outreach to drive attendance to the Castle and various programs and events, as well as to further our mission and 
deepen engagement with the community.   This staff member will ensure that all marketing and communication efforts are delivered 
in a timely and consistent manner.  The Marketing Coordinator will also ensure a robust social media and web presence for the 
Castle – inviting audience engagement both on-line and on-site.  
 
Qualifications: 
The ideal candidate will bring energy and resourcefulness to this position.  Organizational skills and dedication to sharing the various 
aspects of the Castle mission and operation are a must.  Familiarity with basic marketing techniques and tracking systems is required.  
The ability to prioritize and excellent communication and decision making skills are essential; particularly the ability to track and 
coordinate various marketing efforts simultaneously.  Proficiency with computer software related to the position, in particular 
experience with Microsoft Office products, desktop publishing software, and social media is also required.  A Bachelor’s Degree in a 
related field or previous marketing experience is preferred.   
 
Essential Duties and Responsibilities include but are not limited to: 

 Coordinate execution of the annual marketing plan as developed in conjunction with the ED and Management Team. 

 Monitor and regularly post on various social media outlets to share the Castle story and encourage guest engagement 

 Coordinate creation and publication of printed communication tools including but not limited to member newsletters and 
program calendars and catalogues 

 Create and publish regular email communications (e-blasts) using the Constant Contact web portal 

 Coordinate distribution of weekly or bi-weekly press releases highlighting upcoming programs, events, or newsworthy 
information 

 Coordinate design and placement of paid advertising (print, radio, digital, etc.) 

 Regularly update the Castle in the Clouds website to ensure accuracy of information 

 Collect data regarding success of various marketing initiatives, web traffic, and social engagement - report monthly to the 
Executive Director 

 Other duties as assigned by the Executive Director 
 
To Apply: 
Submit a resume with cover letter to director@castleintheclouds.org or by mail to: 
 
Castle in the Clouds 
Attn: Marketing Coordinator 
P.O. Box 687 
Moultonborough, NH 03254 
 
Last Update 11/21/2021 

mailto:director@castleintheclouds.org

