
 
 
Marketing Associate 
Burlington Office 
Position Description: Revised 9/18 
 
Summary: Contributes to creation, production, and distribution of marketing materials to support internal 
and external corporate communications; Assists Marketing Manager in developing and executing corporate 
marketing goals and objectives, and supporting marketing efforts of brokerage teams; Works with Property 
Managers in planning and execution of Shopping Center Marketing programs.  
 
Essential Duties and Responsibilities include the following.  Other duties may be assigned: 
 

 Supports Marketing Manager and sales teams in production and distribution of offering 
memoranda, etc. 

 
 Supports new business team in production and distribution of proposals 

 
 Executes and/or completes projects initiated by the Marketing Manager as assigned, and 

contributes technical knowledge as requested. Presents samples for selection/approval by 
“customer” and incorporates any feedback. 

 
 Takes leading role in development and maintenance of web and social media under the direction of 

the Marketing Manager 
 

 Helps develop and maintain image resource files.  Retouches as needed.  Helps ensure that material 
is clearly labeled, easily accessible on the network 

 
 Assists with preparation and fulfillment of marketing mailings and email campaigns 

 
 Takes leading role in coordinating and executing marketing materials and email campaigns for VP of 

Investment Sales 
 

 Helps create and edits portfolio of Leasing and Sales flyers, exhibits, and aerials 
 

 Assists Marketing Manager in preparation of graphics for ICSC tradeshows in Boston, New York, 
Hartford, and Las Vegas, and may attend trade shows 

 
 Helps coordinates integration of research and marketing; Assists with graphics for Research Dept. 

proposals including maps and aerials 
 

 Coordinates dissemination of Press Releases and maintains media contact list 
 

 Coordinates company events in conjunction with the Marketing Manager and Senior Administrative 
Assistant 

 
 Assists Marketing Manager with advertising contracts and placement, and in pre-press preparation 

and distribution; Reviews final layout and enhances as assigned; Prepares layouts for submission; 
Checks proofs, reviews quality of final product, and obtains approval before release 

 



 
 

 Selects and obtains cost estimates from outside vendors such as photographers, illustrators, paper 
suppliers, promotional items suppliers, printers, on-site entertainment, and other vendors as 
assigned 

 
 Takes leading role in for presenting ideas for and coordinating purchase of promotional items 

 
 Maintains awareness of current design and marketing technology to ensure that company 

maintains professional image and functionality 
 

 Prioritizes, tracks, handles, and maintains records of the elements, costs, approval, and time 
schedules of multiple projects through the use of the marketing calendar, job request forms, action 
plans, hit lists, and approval forms as requested 

 
 Helps maintains files of frequently used sales materials for in-house for brokerage teams and 

partners 
 

 Provides technical and creative support to other departments as requested; Supports office team 
and administrative staff as needed 
 

Under the direction of the Marketing Manager, takes leading role development and execution of individual 
shopping center marketing programs, including media and creative plans, budgets and expenditures, and 
event planning; maintains contact with outside vendors and coordinates efforts of same. Some of the 
responsibilities include: 

 Create full year marketing programs and budget assessments 
 Research shopping area statistics to determine best marketing opportunities 
 Work with third-party vendors to create websites and other advertising material 
 Utilize graphic design skills to create flyers, signs, online advertising, direct mail campaigns, among 

other materials 
 Edit existing shopping center websites and online sites, and digital signage where required, to 

reflect updates in tenant roster, events, and promotions happening at the shopping centers 
 Create and manage social media presence for shopping centers 
 Work closely with the property management team and clients to ensure all parties are billed and 

paid appropriately 
 Research and work with nonprofit organizations, schools, and local businesses to plan events 
 Plan and execute events at shopping centers 
 Order, organize, and ship necessary supplies for upcoming events 
 Travel to shopping center locations – onsite event supervision 

 
Reporting Relationship 
Reports to the Marketing Manager: Meets weekly, and coordinates daily, with Marketing Manager to 
review current project status, and obtains Marketing Manager’s approval on major projects.  
 
Qualifications: 
Education/Experience: Extensive training and experience in graphic arts, design, advertising and/or 
marketing; technical training in graphic arts technology and online media; College degree and three years 
related experience preferred. 
 



 
 
Computer/Online: Proficiency in Adobe Creative Suite (InDesign, PhotoShop, Illustrator) and Microsoft 
Office programs; Ability to learn QuarkXPress and other legacy programs; Working knowledge of online 
web-editing programs (Wix, etc.), social media platforms and tools (Hootsuite, etc.), and additional 
graphics, photography, and database programs; Proficient in digital imagery maintenance, working 
knowledge of scanners, printers, and other peripherals; HTML a plus; Hardware and software trouble-
shooting skills a big plus.  
 
Communication/Business Skills: Excellent interpersonal and organizational skills. Able to multi-task, 
prioritize, work independently with minimum supervision, and contribute as part of a team.  Must be 
flexible and open to critical discussion of creative work. Must work well under pressure and meet time 
sensitive deadlines; Writing skills a plus. 
 
Certificates, Licenses, Registrations: n/a 
 
Physical Demands: The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
May require: Travel; Use of binding machines and other printing and production devices; Transport of 
boxes of paper and/or printed materials; Transport/set-up of trade show and event materials (portable 
exhibit booths, etc.) 
 
Work Environment: The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 


