
 

Harbor, a full-service environmental, safety and engineering consulting firm based out of Little Rock, 
Arkansas, has been serving clients locally and nationally since 2007.  Specializing in turnkey compliance 
management systems, Harbor affords our clients the ability to focus on their business goals and maintain a 
commitment to the environment and the health and safety of their employees. Ultimately, everyone at 
Harbor is dedicated to the like-minded cause of affecting positive change in business practices that create 
greater profitability for our clients and increased sustainability for our shared environment. 

Position Title:  Marketing Coordinator/Graphic 
Designer 

Date: June 2020 

Location: Little Rock, AR Department: ALL 
Employment Status: Exempt  Employment Type: Regular, Full-Time  
Purpose: 
Harbor is searching for a highly qualified marketing coordinator/graphic designer to work closely with our professional services staff. 
From day one, this individual will contribute to existing marketing programs, while assisting with the development of new initiatives 
aligned with company and client goals. The ideal candidate will have prior experience with a wide range of marketing functions, 
including communications, advertising, branding, digital marketing, and social media. The marketing coordinator must be an 
organized multitasker able to handle many diverse projects at once and meet tight deadlines as well as execute the design of 
marketing materials. 

Essential Functions include, but are not limited to: 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 Assist in the development and implementation of the company’s brand strategy; 
 Ensure all marketing efforts serve to achieve immediate and long-term business goals, identifying and executing improvements 

for processes, content, and lead generation; 
 Prepare marketing activity reports and metrics for measuring program success; 
 Provide market research, forecasts, competitive analyses, campaign results, and consumer trends; 
 Develop marketing materials in line with strategy which includes execution of design elements in Adobe Creative Suite 

applications.; 
 Support the Leadership Team in evaluating and establishing the marketing plan and strategy by assembling and analyzing sales 

forecasts, setting objectives, planning and organizing promotional presentations, and updating calendars; 
 Communicate campaign objectives, timelines, and deliverables to business development team, and provide instructions for use 

or promotion; 
 Plan and manage events, conferences, and trade shows by identifying, assembling, and coordinating requirements, establishing 

contacts, developing schedules and assignments, and coordinating mailing lists; 
 Maintain a directory and inventory of sales support materials, ensuring all resources are current and accurate, and coordinate 

the creation of new materials as needed; 
 Continually seek and research new sources of prospective customer data, and provide recommendations to sales and marketing 

leadership; and 
 Desire to exceed client expectations on every project. 

Required Knowledge, Skills, and Abilities: 
 Excellent writing, communication, and presentation skills; 
 Bachelor’s degree in marketing, advertising, or communications; 
 Past work experience as a marketing coordinator or similar role; 
 Knowledge of traditional and digital marketing, content marketing, and social media marketing; 
 Expert in Adobe Creative Suite (Illustrator, Indesign, Photoshop, etc) 
 Experience with research using data analytics software; 
 Proficiency in full Microsoft Office suite, especially with Excel and PowerPoint; 
 Familiarity with content management systems (CMS) and customer relationship management (CRM) tools; 
 Working knowledge of HTML and design and email software; 
 Strong desire to build a business, not just have a job. 

Annual Salary Range: To be determined  Manages Others: No  
Degree: Bachelor’s degree or higher Years Experience: 2-5 
Benefits: Health, Dental, Vision, STD, LTD, Life, 

Cancer, 401(k), Vacation, Holidays 
Other: Professional certifications/licenses preferred 

Harbor provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, religion, color, sex, sexual orientation, marital or parental status, national 
origin, age, disability, family medical history, genetic information, political affiliation, military service or any other characteristic protected by law.  Harbor complies with applicable state and local laws 
governing nondiscrimination in employment in every location in which the company has employees.  This policy applies to all terms and conditions of employment, including hiring, placement, promotion, 
termination, layoff, recall, transfer, leaves of absence, compensation, and training.    


