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MARKETING COORDINATOR 
Description of Position  
 
Lisa Wise Consulting, Inc. (LWC), an urban planning and land use economics firm with offices in San Luis 
Obispo, Los Angeles and San Francisco, seeks a professional Marketing Coordinator in our San Francisco 
location (lisawiseconsulting.com). The Marketing Coordinator is a full-time position, responsible for working 
closely with our Vice President in the tracking, production and distribution of print and electronic promotional 
materials and proposals, and the management and production of business development projects. The ideal 
candidate will have strong communication, graphic, writing/editing, organizational, and time management 
skills, and enjoy working with a bright, motivated team. 
 
RESPONSIBILITIES 
The Marketing Coordinator will work closely with the team and lead the process of crafting proposals, 
producing reports, sourcing and tracking new business opportunities, and assessing the competitive landscape. 
Responsibilities include: 
 

 Forming and updating corporate business development objectives 
 Working closely with LWC staff to attain corporate marketing and promotion objectives 
 Creating new and refining existing marketing collateral 
 Proofing all marketing materials 
 Collaborating with outside marketing and publishing vendors 
 Creating infographics for reports, PowerPoint presentations, journal articles and industry publications 
 Maintaining firm and project websites, social media platforms, and blog posts 
 Assisting in concept and content creation for email, social media, blogs, and print deliverables 
 Organizing current photo gallery on cloud-based storage system (DropBox) 
 Assisting with administrative tasks, as needed 

 
QUALIFICATIONS   

 BS or BA in English, Marketing, Business, Communications, or related field  
 2+ years of experience in writing, marketing, communications and/or public relations preferably in the 

professional service industry 
 Excellent command of grammar, spelling, and composition/style 
 Ability to work under tight deadlines with attention to detail and high-quality products 
 Experience managing multiple deadlines and assignments 
 Proficiency with Adobe Creative Cloud and associated programs 
 Understanding of digital graphic file types  
 Strong interpersonal and professional communication skills with a dedication to client service 
 Excels working in a collaborative setting 
 Professional demeanor 

 
APPLICATION 
To apply, please send a cover letter, resume, and portfolio link to Henry Pontarelli, 
henry@lisawiseconsulting.com. The position will remain open until we find the best candidate. 
 
IMPORTANT: All qualified applicants will receive consideration for employment without regard to race, color, 
religion, sex, sexual orientation, gender identity, or national origin. 
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