Equipment and Tool Institute

 
Position description for ETI Marketing and Event Manager

Job Description
The Marketing and Event Manager will be responsible for directing the Institute’s marketing programs, activities and events.  He/She will work for and report to the Executive Manager.

Specific responsibilities include, but are not limited to:

 

Marketing:
· Design, develop, draft, compile, edit and oversee production of ETI newsletter, ETI blog, marketing collateral, press releases, and announcements.
· Manage overall brand management across all platforms.

· Responsible for marketing plans and strategies and implementation.

· Monitor and track metrics for blog and newsletter.

· Develop content, direct design, and maintain and manage ETI website and related activities including analytics and SEO.
· Oversee content and posting on ETI Social Media accounts including Facebook, LinkedIn, and Twitter.
· Responsible for digital and traditional advertising.
· Manage ETI Market Research projects from concept to development, implementation, and through delivery.

· Prepare and deliver reports for various meetings including presentations at events and Board of Directors meetings.
· Develop and monitor marketing budgets and follow-up as necessary.
· Oversee the ETI membership database.

· Responsible for all promotional products.
Meeting and Event Management:
· Plan, manage and coordinate all aspects of existing ETI events.
· Propose enhancements/improvements for ETI events.
· Develop and implement marketing and promotion for ETI events.

· Coordinate and handle planning and logistics of ETI Board of Directors and other meetings where and when needed.
· Trade show management, production, materials, and participation for AAPEX/SEMA and other industry shows.
· Develop and monitor event budgets and follow-up as necessary.
 Committees:
· Oversee and manage the activities of the ETI Marketing Committee.
· Oversee and manage the activities of the ETI Program Committee.
· Setup/scheduling and facilitating conference calls, preparing agendas and pertinent materials and preparing and distributing meeting minutes. 
Membership recruitment and retention:
· Develop and administer a PR package for member recruitment.

· Identify prospects, solicit and follow-up target candidates.
· Provide membership information for companies/persons seeking to join ETI.
· Contact current members, investigate needs, and report level of member satisfaction and recommend programs to support their needs.

· Explore opportunities for expansion membership benefits to increase member recruitment and retention.
· Consult members and outsiders and propose new projects and programs.
· Identify issues, events and activities where ETI members may benefit from collective participation.
Outreach and long term growth for ETI:
· Develop relationships with key industry publications and personnel.
· Develop and maintain relationships with allied associations.

· Explore opportunities for off shore expansion in membership and services/products.
· Identify potential partnerships.
 

Requirements and attributes:
· Bachelor degree and five years successful marketing and event management/planning experience required.
· Proficiency with MS Office Suite (Word, PowerPoint, Excel) also basic Data Base understanding. 
· Proven track record in marketing plan development & execution, digital marketing, direct marketing, recruitment, and public relations desirable.

· Knowledge of the automotive repair industry a plus.

 

 Related information:
· Employment location: Detroit area; 10-20% travel required.
· Salary and benefits based on qualifications and experience. 

 
