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Regional Marketing Associate
Summary:

The Regional Marketing Representative is responsibleforassistingin the implementation of marketing
plans and activities with afocus on events. The goal of this positionistoincrease awareness of and
participationinthe Plan’s programsin Northern Virginiaand surrounding areas. The majority of events
will take place on nights and weekends, however, some weekday events may also occur. Working hours
will be varied but will typically range from 20-30 hours per month. Primary Responsibilities:

Primary Responsibilities:

e Regularly attend events as assigned toincrease awareness of the agency’s programs

e Collaborate with Marketingteam membersto ensure seamless transition between event
planning, preparation and execution

e Contribute tothe calendar of events; solicitinput fromthe team to ensure accurate and
complete schedules of events

e |dentify potential organizations or groups to partner with forexisting and future marketing
activities

e Work with Event Marketing Associate and Marketing Coordinator to coordinate adequate
suppliesforevents; obtain, deliverand/orarrange for delivery of all materials needed for on -site
events

e Manage onsite operations of events and presentations as assigned

e Serve asday-to-day contactfor events as assigned

e Obtainand track assigned event attendance, feedback, suggestions, and requests

e Evaluate eventsuccessand provide regular reporting to Marketing Manager on events as
assigned

Minimum Qualifications:

e Bachelor'sdegree in Marketing, Communications, PublicRelations, Journalism or related field
preferred

e 2 yearsofgeneral experience in marketing, publicspeaking, hospitality or event planning
targeting multipleaudiences

e Must be able toregularly attend events as well as quarterly meetings at VA529 office in
Richmond, VA

Knowledge, Skills, and Abilities:

e Excellentoral and written communication and presentation skills

e Abilitytoadaptto changingcircumstances and make sound decisions accordingly
e Knowledgeof529 plans, policies and regulation

e Proficiency with MS Office products including Word, Excel, and PowerPoint
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e Creativity, innovation, and problem solving skills

e Skilledingiving publicpresentations to accurately convey complexconceptsto large, diverse
audiences

e Proficiency with MS Office products including Word, Excel, and PowerPoint
e Abilityto manage multiple priorities while workingindependently to meet tight deadlines

Work Environment:

e Must be able tooccasionally move aboutthe office to retrieve files and documents

e Abilitytoliftand move upto 20 poundsindependently

e Constantly operate acomputerand otheroffice equipmentincluding typing and keying

e Frequentlyattend promotional activitiesin publicareas such as conventions, fairs, and sporting
activitiesinvarying weather environments

e Frequently communicate with customers, vendors, and organizational partners; must be able to
exchange accurate information accordingly

e Regulartravelincluding nightand weekend work required



