
 
 
 

POSITION ANNOUNCEMENT 
5/18/21 

 
POSITION TITLE: Marketing and Communications Coordinator 
 
DIVISION: Marketing & Communications 
 
REPORTS TO: VP of Marketing & Communications 
 
PRINCIPAL RESPONSIBILITIES: Support development and implementation of strategic communication  
plan; write, edit, and design newsletters and blog posts; create (write and design) collateral materials for 
various Chamber events/programs; maintain social media accounts. Develop and maintain digital 
communication tools. 
 
PREFERRED QUALIFICATIONS: Bachelor’s degree in marketing, communications, public relations or  
journalism. Experience with email marketing platforms. Experience in Adobe Creative Suite (InDesign, 
Photoshop, Premiere, and Illustrator). Experience with Content Management Systems for website/blogs. 
A proven record of strong project management skills. Ability to meet all deadlines and quickly shift 
project priority. Excellent spelling/vocabulary, knowledge of AP Style, advanced design knowledge, and 
basic HTML knowledge.  
 
DESCRIPTION OF DUTIES AND RESPONSIBILITIES 
Duties will include but not be limited to the following: 
 
Marketing/Communication Functions 

1. Work with VP to develop and implement comprehensive communications/PR/promotions plan 
and subsequent action steps.  

2. Produce and distribute weekly eSynergy email newsletter and Legislative Update (during the 
legislative session). 

3. Consult with and assist other Chamber divisions/affiliates as needed on matters pertaining to 
communications initiatives.  

4. Write and design external advertising materials (newspaper, magazine, etc.)  
5. Coordinate advertising program for newsletter (eSynergy) and the website. 
6. Maintain regular updates on the Chamber websites and advise on needed upgrades. Basic 

knowledge of HTML is required. Also, an understanding of SEO (Search Engine Optimization) to 
increase searchability online and upload accessibility standards for Americans with Disabilities 
(ADA). 

7. Write, edit and publish blog entries on a weekly basis. 
8. Handle incoming calls regarding photography, advertising, website, and other 

communications/marketing vehicles.  
9. Take photos at Chamber and affiliate events and maintain photo files.  

a. Upload photos to social media site in a timely manner. 
10. Proofread documents from staff as requested.  
11. Develop and manage video board content for Chamber reception area. 



12. Manage e-mail marketing subscriber lists and maintain a general understanding of privacy laws 
(including GDPR and CCPA) and how they impact email correspondence. 

13. Demonstrate an understanding of a wide variety of analytics dashboards and be able to present 
data monthly (Google Analytics, Facebook/Instagram, Twitter). 

 
Social Media 

14. Cultivate an engaged online community around the Wichita Chamber of Commerce brand and 
nurture virtual relationships and networking. 

15. Monitor social media channels for inquiries and comments and respond in a timely fashion. 
16. Implement appropriate paid advertising tactics on various social media channels. 
17. Stay up to date on methods of communication through social media as trends and platforms 

change. 
 
Event Support 

18. Write, edit and design event materials as needed. 
19. Design and distribute promotional evites for events as needed. 
20. Attend all Chamber programs and events to support by way of social media and photography. 

Arrange professional photography for major events. 
21. Support professional video production for special events, including Annual meeting, Honors 

Night videos and Small Business Awards videos.  
 
Media Relations 

22. Write, edit and distribute news releases for Chamber and affiliates. 
23. Regularly monitor Chamber media coverage.  
24. Cultivate/maintain relationships with members of local media. 
25. Field media calls and coordinate requested interviews. 
26. Continuous professional development in the vast areas of digital marketing. 

 
Other 

27. All other duties as assigned. 
 
Salary commensurate with experience. Solid benefit package included. Please submit a cover letter and 
resume via email only to: 

Dale Seiwert 
Wichita Regional Chamber of Commerce 
dseiwert@wichitachamber.org 

 
The Wichita Regional Chamber of Commerce is an equal opportunity employer, and all qualified 
applicants will receive consideration for employment without regard to race, color, religion, sex, national 
origin, disability status, protected veteran status or any other characteristic protected by law. 
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