Marketing Coordinator
Company Description
Moore & Associates is a growing consulting firm based in Valencia, specializing in marketing, planning, and management services for the public transportation industry. Clients include bus, commuter and intercity rail, and specialized transportation.  Founded in 1991, the firm enjoys a reputation for integrity, insight, and innovation and embraces a strong promote-from-within philosophy.  This recruitment pertains to placement at our Valencia office.

Position Description
Established marketing practice is seeking a smart, enthusiastic, creative thinker to support daily marketing activities for our clients.  Great professional growth opportunity.  If you're a multi-tasker who can take initiative and follow through, we want you for our Team.  We offer an informal, creative, collegial environment.  

Moore & Associates offers competitive compensation in a “learn by doing” environment.  Learn more about the firm at www.moore-associates.net. 

Basic Qualifications

· Bachelor’s degree (marketing, advertising, or public relations) required.  

· Minimum 12 months experience in advertising, promotion, account management, and/or public relations.  Core areas: project management, copywriting, and graphic design. Public sector experience a plus.
· Proficiency in Word, Excel, Illustrator, Photoshop, and InDesign required; experience with Dreamweaver a plus.  
· Outstanding written and verbal communication skills; strong interpersonal skills.  

· Creative experience such as design layout; an eye for layout and design.

· Proven time management skills; self-starter.

· Ability to effectively manage multiple tasks; strong organizational skills.  
· Attention to detail (proofreading experience a plus).  
Key Competencies
· Excellent written and verbal communication skills 

· Organization and planning 

· Project management

· Critical thinking and problem-solving 

· Formal presentation skills 

· Adaptability 

· Innovation 

· Sound judgment 

· Decision-making 

Compensation/Benefits

Dependent upon qualifications. Company-provided benefits include paid healthcare, annual leave, paid holidays, 401k, and educational assistance.

Application Procedure

All submittals will be held in confidence.  

Submit cover letter, resume, and a graphic design sample online to transitfirm@gmail.com.  Indicate “Marketing Coordinator” in your subject line.  Your cover letter should detail specifics of experience and qualifications as well as salary requirements.  Resume must include all education/experience for past 5 years. Incomplete submittals will not be reviewed or considered.  

Employment is conditional on pre-employment physical, drug screen, and background assessment.  We are proud to be an EEO/AA employer.

