
 

                             JOB DESCRIPTION  
 
 

Job title Marketing Associate 

Reports to Director of Marketing & Communications 

Classification Management Development Analyst I 

 
Job Function  
 
Under the direction of the Director of Marketing & Communications, the Management Development Analyst I, will 
develop marketing content and assist in strategic public relations designed to enhance the awareness and reputation of 
NOPL and increase usage of Library programs, services, and products.  
 
Duties and Responsibilities 
 

 Research, write, and edit marketing content in a variety of formats for social media, web, video, and print. 

 Develop marketing content calendar to ensure Library events, products, and services are efficiently and effectively 
promoted through Library communication channels.   

 Research, write, edit, and distribute press releases/media alerts to media and partners. Continually track and 
analyze, and report media coverage. 

 Ensure brand consistency. 

 Ensure all projects are completed within a timely manner. 

 Various projects and duties as assigned. 

 Provide backup for related positions. 
 

Minimum Qualifications 
 

 Bachelor Degree in Marketing or related field 

 Proficient with Microsoft Office 

 Minimum 2 years professional work experience in marketing/public relations field  

 The ability to occasionally work evening and weekend events 

 Must hold a valid Louisiana Driver’s License 
 
Preferred Qualifications  

 

 Established relationships with New Orleans media  

 Photography/Video production experience 

 Experience working with a Content Management System  
 
Knowledge, Skills & Abilities  
 

 Considerable knowledge of the principles and practices of public and media relations 

 Considerable writing and editing skills 

 Ability to work collaboratively with members of the Marketing department, other Library staff, the media, and 
partner organizations 

 Considerable knowledge of technology trends including social media  

 Quickly learn and be able to explain and articulate all aspects of NOPL to the media, general public, staff, and 
peers. 

 Ability to balance multiple priorities and meet deadlines. 

 Attention to detail and sense of urgency 

 Ability to exercise independent judgment and work with minimal guidance 

 Excellent organization and time-management skills 



 

 

 

 
 

 Ability to set priorities and manage multiple priorities; 

 Must be able to travel throughout the Library system and to other locations for meetings, training, interviews, 
event coverage, etc.  
 

 
Physical Demands 
 
While performing the duties of this job, the employee is regularly required to talk or hear.  The employee is frequently 
required to walk; sit and use hands to finger, handle, or feel.  The employee is occasionally required to stand; reach with 
hands and arms; stoop, kneel, crouch, and crawl.   The vision requirements include: ability to adjust focus and close 
vision. 
 
While performing the duties of this position, the employee is occasionally exposed to fumes or airborne particles and toxic 
or caustic chemicals.   
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
Kind of Examination  
 
Management Development Analyst 1 
 
Direct reports 
 
None. 


