Marketing Clerk 

1. Carry out special events, promotions and other duties as assigned by Marketing Managers and/or Directors.

2. Ensure files are complete and up-to-date.

3. Responsible for communicating between Marketing Managers, Directors and out of house vendors.

4. Responsible for maintaining a consistent regular attendance record.

5. Facilitates the flow of information by attending regular scheduled departmental meetings.

6. Greet bus passengers and guests in a positive, friendly, courteous manner and provide information and assistance.

7. Keep an updated calendar of chamber events, street faires and all other out side events and distribute to all Marketing Mangers, Directors and VP’s.

8. Maintain an on going log of donations & sponsorship give a ways.

9. Answers to Tour & Travel Manager.

10. Responsible for keeping all supplies current and up to date in respects to all Marketing functions.

11. Responsible for posting direct mail and promotional mailings in said location to promote awareness. All materials shall be provided by the Marketing Department in cooperation with the Advertising Department. These tasks shall be performed upon request of the Marketing Department.

