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Alerus Center 
Grand Forks, North Dakota 

Job Description 
 

Job Title:  Marketing Coordinator  
Department: Alerus Center 
Reports To:  Marketing Manager 
FLSA Status:  Exempt 
Approved Date:  May 2012 
  
SUMMARY  
Assists in all aspects of marketing for the facility.  This includes design and ordering of all promotional and 
print material, media buying, public relations, event sponsorships and development, and other general marketing 
functions.  This role is also responsible for tracking event attendance and calculating economic impact on the 
community.  This role will serve as the building liaison with premium seat lessees and renters. 
 
Responsible for promoting and selling various types of advertising, signage, sponsorship packages and specialty 
seating.   
 
The person in the position of Marketing Coordinator must possess and demonstrate the following values: 
 

• Customer Focus:  Is dedicated to meeting and/or exceeding the expectations and requirements of 
internal and external customers. 

• Integrity and Trust:  Is dedicated to consistently sharing information; fostering open and clear 
discussions; establishing and communicating expectations, standards and rules and takes responsibility 
for our work and actions 

• Respect and Communication:  Consistently exhibits courteous, respectful, non-defensive and 
appropriate communication; presents information in a concise and understandable format; understands 
and values the roles and responsibilities of co-workers; works collaboratively with others to achieve 
objectives; adheres to organizational policies and procedures;  

• Teamwork and Appreciation:  Is flexible and supports the diverse personal and professional needs of 
fellow co-workers; celebrates personal and organization achievements; welcomes differences of 
opinion and accepts decisions reached; works cooperatively with others in accomplishment of joint 
tasks; and contributes to a positive work environment through fostering collaboration and providing 
tangible contributions. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  
Essential responsibilities and duties may include, but are not limited to the following: 
 

1. Attend and contribute at appropriate meetings. 
2. Develop marketing plans for events assigned by Marketing Manager. 
3. Direct media buys and advertising placement. 
4. Gather, record and compare event attendance monthly, quarterly, and year-to-date. 
5. Summarize monthly attendance, events and economic impact for Commission. 
6. Forecast event attendance and economic impact to develop the annual budget. 
7. Assist public relations efforts for all special events. 
8. Assist in event day-of-show publicities. 
9. Hire event photographer when applicable. 
10. Manage website, social media, and digital arena signage content. 
11. Attend training seminars and conferences. 
12. Solicit clients to rent / lease premium seating 
13. Solicit companies to purchase building and event sponsorship inventory 
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14. Create, Organize, and Track sponsorship and premium seat contracts 
15. Communicate with accounting department to keep contractual obligations in check. 
16. Organizes and distributes weekly booking availability lists to appropriate promoters. 

 
SUPERVISORY RESPONSIBILITIES  
Supervises part time employees and interns in the Marketing Department.  Carries out supervisory 
responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include 
training employees; planning, assigning, and directing work; appraising performance; rewarding and 
disciplining employees; addressing complaints and resolving problems. 
 
QUALIFICATIONS (Knowledge, Skills and Abilities) 
Knowledge: Principles and practices of marketing, public relations; Multi-media, multifaceted community 
orientated communication strategies and techniques; Computer technology principles and practices; Modern 
office procedures, methods and equipment including computers, fax and e-mail. 
Skills: Communicate clearly and concisely, both orally and in writing; Maintain mental capacity which  
allows the capability of making sound decisions and demonstrating intellectual capabilities; Maintain  
physical condition appropriate to the performance of assigned duties and responsibilities;  
Abilities: Coordinate, organize and execute various projects; Analyze problems, identify alternative solutions, 
project consequences of proposed actions and implement recommendations in support of goals and projects; 
Participate in Alerus Center goals, objectives and procedures; Prioritize, organize and perform work 
independently and under pressure; Effectively plan, coordinate, organize, schedule and prioritize division 
activities, functions and assignments; Implement community relations and public relations projects and 
programs; Prepare clear and concise project reports; Interpret and explain Alerus Center policies and 
procedures; Allocate limited resources in a cost-effective manner; Establish and maintain effective working 
relationships with those contacted in the course of work. Ability to read, analyzes, and interprets general 
business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write 
reports, business correspondence, and procedure manuals.  Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general public. 
 
Experience and Training Guidelines: 
Any combination of experience and training that would likely provide the required knowledge and abilities is 
qualifying.  A typical way to obtain the knowledge and abilities would be: 
 

Experience: 
  Three to five years of increasingly responsible communications, public relations, marketing. 

Knowledge of public and media relations, media buying, promotional and sales development and 
advertising. 
Training: 

             Four-year degree in marketing/communications or related field.   
 License or Certificate 
 Possession of, or ability to obtain, an appropriate, valid driver's license. 
 
WORKING CONDITIONS 
Environmental and Physical Conditions 
Office environment; works with computers; traveling to different sites as required; Essential functions require 
maintaining physical condition necessary for sitting and standing for prolonged periods of time. 
Must be able to work flexible hours including evenings, weekends and holidays.  Must be willing to do 
considerable travel, including overnight. 


