
   

 
 
Job Title: Marketing Coordinator 
Job ID: HR-CW 
 
NOW HIRING 
 
We’re hiring a full-time marketing coordinator to join our creative team. The ideal candidate has good 
writing skills, is comfortable with technology, and is highly organized and efficient. This role includes 
coordination of email and social promotions, lead funnels, website pages, and content development. 
 
RESPONSIBILITIES 
  

• Email and Social Media – Create  email and social media campaigns for promotion of products 
and client relationship development. Draft copy and add images using stock photography or 
product imagery. Add links where appropriate. Add basic SEO content such as image tags. Proof 
for accuracy. Test and schedule campaigns.  

• Lead funnels – Set up lead funnels in the marketing platform for collection of prospect names 
from events and promotions. 

• Store pages – Coordinate creation or revision of website product, landing, and blog post pages. 
Add basic SEO such as image tags and meta descriptions. Add or update images using stock 
photography. Add internal and external links where appropriate. Proof for accuracy.  

• Liase with partners – Communicate with internal team members and external partners for 
design, copy, development, SEO, and content.  

• Qrew membership – Communicate and collaborate with colleagues. Think creatively, look for 
opportunities to continually improve, and strive for perfection. Organize and update your work 
within our project management system. 
  

REQUIREMENTS 
 

 Strong communication skills. 
 Effective writing, editing, and proofreading skills. 
 Systematic style. 
 Apptitude for managing a variety of tasks and roles simultaneously. 
 Independent worker and self-starter who can succede under deadline. 
 Williness to collaborate with and support collegues. 
 Ability to give and receive constructive feedback. 
 Upbeat, positive, can-do attitude. 

 
Physical Requirements: 
 

 Sitting/standing at desk  
 Typing and mouse work 
 Computer work (vision) 



   

 Articulate speaking voice 
 Reading 
 Writing 

 
Work Environment Requirements: 
 
 This is a work from home position. You will need a dedicated workspace which is free from 

distractions and noise. 
 We are a bring your own technology (BYOT) company. You’ll need to purchase and maintain your 

own reliable technology. 
 We meet daily on our online meeting platform. You’ll need a high-definition webcam and external 

microphone. 
 You’ll need fast, reliable internet for online work and collaboration. 
 Occasionally we may ask you to travel for company and industry events which may include air 

travel and overnight stays. 
  
ABOUT HRDQ 
  
Our mission is to help individuals, teams and organizations develop great people skills. We help trainers 
and consultants effect organizational development and change through soft-skill training tools that 
improve performance. Our focus is on assessments, experiential games, online events, and training 
programs that address the challenges of businesses, from communication to change, diversity to 
supervision, and team building to leadership. HRDQ has served the training products and services 
market for over 40 years. 
  
HRDQ is a small company. It’s a close-knit, fast-paced, and fun virtual working environment where 
individual and team contributions have a direct impact on company performance. We are a “Bring Your 
Own Technology” employer. Qrew members will be expected to provide their own, reliable technology 
to succesfully carry out their jobs, as well as having a quiet, suitable location from which to work. You’ll 
need to attend dailiy online meetings and occasional in-person meetings. HRDQ is an equal opportunity 
employer providing medical, dental, life, and disability insurances, 401K plan, performance bonuses, 
profit sharing, paid holidays, and paid sick and vacation days, as well as other benefits. Check us out at 
HRDQstore.com and HRDQU.com.  
 
 
SUBMITTING YOUR RESUME 
 
Qualified candidates please forward the following documents by email with the subject line “HR-CW” to 
careers@HRDQ.com: 
 

1. Cover Letter 
2. Resume 
3. Salary Requirements 

  
Note that incomplete applications will be discarded. No information will be provided or accepted by 
phone. If your resume rises to the top of those received, we’ll contact you for a virtual or in-person 
interview. 


