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POSITION DESCRIPTION 

MARKETING COORDINATOR 

 

 

POSITION SUMMARY 

The Marketing Coordinator is responsible for leading the charge in helping CXL capture the 

attention and imagination of global innovators through creating content and organizing 

communications (e.g. marketing campaigns, newsletters and annuals reports), public outreach, 

and public-facing events for CXL’s programs. While the primary focus of the work will be 

around attracting innovators and breakthroughs through our Grand Challenges for Conservation 

Program, the position will also support other Conservation X Lab’s activities.  These include in-

house products (Digital Makerspace & DNA Barcode Scanner), prototyping competitions (Con 

X Tech Prize & Make for the Planet), publicizing the products created by our engineering labs 

and spin-out companies, and supporting marketing of Conservation X Labs’ conferences, and 

community-building events both large and small.  

 

MINIMUM QUALIFICATIONS 

1. Degree in a relevant area and three years of work experience OR five years of marketing, 

communications, or PR experience, two of which were consecutive years. 

2. Exceptional writing, story-telling, and communication skills in English. Ability to 

translate complex scientific & technical information into relatable, approachable, and 

inspiring messages and content to engage a broad audience.  

3. Keen eye for compelling copy, inspiring messaging, and striking design, coupled with a 

passion for creativity, and a willingness to experiment with new approaches. 

4. Ability to work independently as the lead on tasks to see them through to completion, and 

recognize when to collaborate with others.   

5. Ability to prioritize and manage multiple deadlines, maintain a high degree of judgment, 

and work well under pressure, including reacting to change in a productive manner. 

6. Well-organized and attentive to detail. 

7. Command of the best practices and etiquette related to digital marketing (e.g. social 

media, email, etc.). 

8. Ability to manage and coordinate public events. 

9. The following skills and experiences are preferred but not required:  

• Use of graphic design software to create layouts for marketing and/or PR campaigns; 

graphic design; video production and editing; photography & photo editing. 
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• Familiarity with digital marketing software like social media scheduling tools, email 

marketing software, analytics tools, and onboarding tools (e.g. Drip.com, Google 

Analytics, and Buffer), and the ability to track and report on success, including 

creating campaign dashboards, managing UTM or other tracking links across 

campaigns, and creating concise reports on progress.  

• Familiarity with website design and using a CMS for front-end updates, including 

familiarity with UX, marketing, and analytics best practices. Experience with 

Squarespace a plus.   

 

ESSENTIAL FUNCTIONS 

Communications, Social Media, and Marketing 

1. Provide strategic leadership for CXL’s communications & campaigns including creating 

& managing a content calendar that encompasses both CXL brand communications as 

well as campaign- or product-based marketing pushes. 

 

2. Craft engaging, unique, and authentic content across all organizational activities, 

including both written and visual content, to be distributed across multiple channels 

(earned, owned, & paid media). 

 

3. Conceptualize and produce style guides for CXL brand and for program campaigns, 

including competitions, products, and events. Create templates and processes for 

marketing materials in accordance with the style guides.  

 

4. Maintain best-practices and provide quality assurance for the organization’s 

communications materials. 

 

5. Recruit and manage short-term freelancers & contractors to add capacity where needed, 

including reviewing and editing their work. 

 

6. Produce work in collaboration with Program Leaders and under the guidance of the 

Operations Director. 

 

7. Maintain related software in accordance with CXL’s software policy.  

 

8. Envision, plan, produce, and execute live events as part of CXL programs and initiatives. 

These events range in size and target audience. For example, this position may require 

planning and executing events like our conservation tech fairs, large conferences, 

seminars, panel discussions, workshops, Grand Challenge launch and awards events, 

webinars, receptions, and social events.  Translate programmatic goals and vision into 
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tangible, and memorable events, milestones, and activities. Events are both CXL and 

programmatic events.  

 

OTHER FUNCTIONS 

1. Keep up to date with marketing, communications, and event management principles and 

practices. 

 

2. Maintain a working knowledge of applicable laws, regulations, and issues applicable to 

this position (such as CANSPAM or GDRP).  Maintain a clear understanding of how 

each law and regulation applies to the day-to-day responsibilities of this position. 

 

3. Maintain a thorough knowledge and understanding of general business, office and 

departmental procedures, including all CXL policies and procedures as they apply to this 

position. 

 

PHYSICAL DEMANDS 

While performing the duties of this job, the employee is regularly required to use arms, hands 

and fingers to handle, feel and reach. The employee is frequently required to sit, stand, walk, and 

occasionally stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up 

to 10 pounds.  Specific vision abilities required by this job include close vision, color vision, 

depth perception and ability to adjust focus. 

  

1. Strength         

 a. Standing  10% of time     

  Walking  10% of time 

  Sitting   80% of time 

 b. Lifting   10 lbs.      

  Carrying  10 lbs.       

  Pushing  10 lbs.        

  Pulling   10 lbs.   

We include this information for transparency as we are committed to an inclusive and diverse 

workplace.  We will make accommodations as needed.  

 

 

 



 

Marketing Coordinator 05/06/19 4 

 

INTERPERSONAL INTERACTION 

This position reports directly to the Director of Operations and interacts with all members of the 

CXL team, donors, vendors, and consultants.   

 

WORKING CONDITIONS & HOURS 

This position works in an office environment with the following characteristics: 

• Shared and open work-space, telecommunicating available 

• Fluorescent lighting 

• Moderate noise level 

This position will typically be expected to work Monday – Friday, with the opportunity to set a 

flexible schedule, and may need to work evenings and weekends as the work-load dictates.  

CXL is committed to creating and cultivating a diverse workforce and inclusive 

environment where every employee has the right to work in surroundings that are free 

from all forms of unlawful or intentional discrimination.  It is our policy to hire, promote, 

transfer, terminate, and make all employment related decisions without regard to an 

employee’s gender (including pregnancy, childbirth, breastfeeding, or related medical 

condition), gender expression, race, color, ancestry, sexual orientation, national origin, 

religious creed, age, marital status, physical or mental disability, genetic information, 

medical information, military condition, military or veteran status or any other basis 

prohibited by applicable local, state, or federal laws.     

 

INSTRUCTIONS 

Please send cover letter, resume, and samples from your portfolio to tina@conservationxlabs.org 

with “Marketing Coordinator – [Your Last Name]” in the Subject Line of the email.  

 

This position description intends to describe the general nature and level of work required to adequately 

provide the services assigned to this position.  It is not intended to include all duties and responsibilities.   


