
 

 
 
 

Position Description 
_________________________________________________________________________________________________________________________________________________________________ 

 
Position title Marketing Coordinator  

Reports to Marketing and Communications Manager 

Typical experience 3+ years minimum 

Location Parramatta 

Direct reports n/a 

Position ID PD101 

Position purpose The Marketing Coordinator role supports the execution of Niche’s brand, 
marketing and business development objectives through a broad range of 
activities. This role involves close collaboration with Niche’s managers and 
consultants through providing research to increase client, competitor and 
market intelligence.   
 

 

Key aspects and 
responsibilities 

Marketing campaigns, business development and communications 
- Create on-message digital content (copy, video, graphics). 
- Schedule social posts and promotions, and analyse results. 
- Coordinate production and report on results of EDMs. 
- Use CMS to update website content; regularly review and enhance 

SEM and SEO. 
- Support the Marketing and Communications Manager and internal 

stakeholders in business development initiatives and activities, such 
as increasing brand awareness, securing valuable market 
intelligence, increasing client portfolios and accounts. 

Panel and tender administration 
- Review incoming tender alerts, download documents and circulate 

to team as appropriate. 
- Contribute to panel bids; maintain up to date register of panels.  
- Ensure supplier portals/accreditations are maintained and provide 

updated information as required. 
Bid support 

- Support consultants in proposals preparation, including completing 
tender forms, and providing supporting documents. 

- Contribute to the preparation of promotional materials to support 
proposals - including brochures, case studies, photo library. 

Brand, templates and style formatting 
- Be a point of contact for queries and ‘brand guardian’ within the 

business, ensuring correct use of Niche style guidelines and 
templates.   

- Format-check and proof-read documents produced using Niche 
brand elements and templates, including CVs, reports, proposals etc. 



 

 
 
 

- Coordinate onboarding of new consultants, including preparing CVs, 
profile photos, ordering business cards etc using Niche templates. 
Coordinating updates and format checking of consultant CVs, email 
signatures etc, as required. 

Conferences and event coordination 
- Coordinate Niche’s participation at external conferences/events, 

including registering and briefing colleagues, preparing conference 
materials, bookings and logistics. 
Coordinate Niche-hosted meetings/seminars, including sending 
invitations, and event partner and attendee liaison. 

CRM and market research 
- Be a point of contact for consultants’ queries relating to the CRM 

system.  
- Maintain, update and report CRM data as required. 
- Coordinate monthly distribution of client feedback surveys, and 

reporting back to leadership group. 
- Ad hoc client or market research projects as required. 

Health, Safety and Culture 
- Play an active role in your safety and the safety of others. 
- Ensure that all work is carried out with compliance to workplace 

health and safety laws, regulations, policies and procedures.  
- Risks are to be identified and reported. 
- Respond to any HSE incidents as per the incident procedure. 

Values and behaviours 
- Role model Niche’s values and behaviours during all work activities 
- Understand and ensure confidentiality of employee and company 

information. 
Undertake other duties  

- As required or directed. 

 

Core competencies Collaborative 
- Works well with others to achieve team goals. 
- Shares opinion/experience/ knowledge with others and in turn, 

listens to the values and opinions of others. 
- Consults with colleagues and seeks their input in problem 

solving/decision making. 
- Keeps manager informed of progress/issues encountered. 

Communication and problem solving 
- Listens to others and expresses thoughts and ideas effectively. 
- Conveys information clearly, concisely and logically in both verbal 

and written. 
- Seeks all relevant information for problem solving. 
- Willing to seek input from others and share own ideas to achieve 

best outcomes. 
Innovative 



 

 
 
 

- Draws on a range of information sources to identify a new way of 
doing things. 

- Challenges the status quo by continuously reviewing the established 
ways of doing things. 

Resilience 
- Perseveres to achieve goals, even in the face of obstacles and 

understands setbacks and disappointments. 
- Remains calm and in control under pressure. 
- Accepts constructive criticism in an objective manner. 

Professionalism 
- Demonstrates professional and respectful behaviours that reflect 

organisational expectations. 
- Behaves ethically and accepts responsibility for own actions. 
- Responds to others with courtesy and respect, is open and honest. 

Cultural awareness and diversity 
- Treats others fairly. 
- Treats all people with respect and values diverse perspectives. 
- Participates in a supportive work environment for the diverse and 

multicultural workforce. 
- Recognises differences as opportunities to learn and gain by working 

together. 

 
Qualifications - Degree or diploma in marketing/communications or a related field, 

or equivalent relevant experience. 

Experience - Minimum 3 years of experience in marketing/events/comms/social 
media or similar role. 

- Experience in coordinating social media and EDM campaigns, 
including creating content and analysing campaign results. 

- Experience in website content management, SEO and SEM. 
- Experience in coordinating events, participation in 

conferences/exhibitions, and organising seminars/meetings. 
- Experience in using CRM systems, and undertaking market and client 

research. 
- Experience in a professional or technical services and/or B2B 

industry, and familiarity with the tender process would be an 
advantage. 

Skills - Excellent interpersonal communication skills, with exceptional 
spoken and written English. 

- Strong business writing skills (eg: case studies, social media posts, 
news articles, promotional flyers). 

- Administrative skills including high level of proficiency in the 
Microsoft Office365 Suite. 

- Excellent attention to detail; ability to format-check and proof-read 
documents. 



 

 
 
 

- Demonstrated ability to multitask, prioritise and meet deadlines. 
- Graphic design skills with software such as InDesign or Canva. 
- Video production skills would be highly desirable. 

Other - First Aid Certificate (desirable). 
- Current drivers licence  (desirable). 

Key performance 
Measures 

- Achieve individual Key Performance Indicators as determined and 
agreed in periodic performance review, as they relate to Company 
requirements, effective project administrative support, accurate and 
timely reporting. 

 
Employee name  

Signature  

Date  

The employee’s signature confirms that the position holder and manager have read the position 
description and are satisfied that it accurately describes the position. 
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