Temporary Recruitment No.: 19.015
Date Opened 10/9/19

MARKETING TECHNICIAN

TEMPORARY, PART-TIME

SALARY: $17.81 to $25.06 hourly

FINAL FILING DATE: We are accepting applications until closing at 5 pm, October 23, 2019. PERS retired annuitants or
current PERS members are not eligible to apply.

IT IS MANDATORY THAT YOU COMPLETE THE SUPPLEMENTAL QUESTIONNAIRE. YOUR APPLICATION WILL BE
REJECTED IF YOU DO NOT PROVIDE ALL NECESSARY INFORMATION.

THE POSITION

The Human Resources Department is accepting applications for the temporary and part-time position of Marketing Technician in the
Parks, Recreation & Libraries Department. The position offers a flexible work schedule, Monday through Friday, and is limited to 1000
hours per fiscal year.

DEFINITION
To perform marketing and graphic design duties in support of assigned department and City services and programs; to develop and
utilize marketing strategies to inform and promote City programs and activities to customers and the general public.

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the following:

e Assistin developing and implementing marketing and communication plans and strategies for assigned program areas and
projects related to department and City operations, services and programs; foster public awareness of available services and
programs.

o Assistin developing and conducting market research and public opinion surveys; analyze customer behavior, usages and
trends; evaluate program and modify communication, advertising and outreach methods as necessary.

o Assistin developing and implementing a variety of outreach activities and communications methods to educate and inform the
public and customers regarding assigned programs in support of department goals; make presentations about programs and
related value, benefits and cost savings.

o Assistin developing customer contact and communications plan to establish point-of-contact relationship; serve as liaison to
other City staff and departments relative to customer concerns or needs.

o Develop and implement a variety of promotional and advertising methods/materials to publicize services, programs, and
events; prepare internal and external newsletters including writing, editing, layout, photograph placement, scheduling and
coordination of printing and distribution.

o Design, plan and implement marketing and advertising material; provide training and technical support to staff on marketing,
advertising, writing, publicity and communication strategies and policies; participate in the design, development and
publication of outreach and marketing materials.

o Create and maintain department website content; ensure accurate and current information is available regarding programs
and services.

o Compose and prepare letters, brochures, and articles; submit articles and photographs to a variety of specialty publications;
maintain files of newspaper articles and clippings on City activities and promotional programs.

o Assist City staff in the development of publications, promotional materials, and oral presentations as requested.

e Answer questions and provide information to the public; investigate complaints related to program areas of assignment and
recommend corrective action as necessary to resolve complaints.



o Build and maintain positive working relationships with co-workers, other City employees and the public using principles of
good customer service.
e Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of marketing, advertising, public relations, market research and analysis, printing and publishing.
Basic principles and methods as it pertains to social media tools and internal and citizen-to-government communication.
Practices and methods of developing and coordinating programs for customer services.

English usage, spelling, punctuation, and grammar.

Graphic design principles; web design and editing.

Modern office equipment, including personal computer programs for word processing, spreadsheet, database, desktop,
audio/visual presentation, design and communications, digital photography and graphic/visual preparation and editing
functions.

o Effective presentation methods.

o Basic budget preparation and monitoring.

Ability to:

e Perform marketing and graphic design duties to promote and market assigned department and City services and programs.

¢ On a continuous basis, know and understand all aspects of the job. Intermittently analyze work papers, reports and special
projects; identify and interpret technical and numerical information; observe and problem solve operational and technical
policy and procedures.

¢ On a continuous basis, sit at desk for long periods of time. Intermittently twist to reach equipment surrounding desk; perform

simple grasping and fine manipulation; use telephone, and write or use a keyboard to communicate through written means;

and lift or carry weight of 10 pounds or less.

Learn pricing, rates, rate trends, and technical features of assigned department operations.

Conduct market research and analysis.

Learn City organization, services, and programs.

Interpret and explain pertinent department and City policies and procedures.

Use personal computer applications such as word processing, spreadsheet, and databases.

Prepare a variety of reports and maintain accurate records and files.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training

Experience:
e One (1) year of experience in marketing, graphic design, or advertising is desirable.
¢ An Associate’s degree or 60 semester units of college level course work including 18 units in a major field of study and 21
units in general education from an accredited college or university, preferably in marketing, communications, graphic design,

public relations, advertising, business administration, or a related field. Two years of related work experience can substitute
for an Associate’s Degree.

License or Certificate

o Possession of, or ability to obtain, a valid California driver’s license.



SUPPLEMENTAL QUESTIONNAIRE

1. What is your experience with graphic design, social media and web editing?
2. Why should we use social media for Roseville Parks, Recreation & Libraries?
3. Do you work best when you come up with your own ideas for a project or when you're given specific assignments?

SELECTION PROCESS

Applications will be screened by the Human Resources Department for minimum qualifications. Qualifying applicants may be contacted
by the Department to interview. Final appointment is contingent upon a check of past employment references, passing a City-paid
fingerprint check and depending on position applied for a pre-employment medical exam and a drug and alcohol screening test.

THE CITY OF ROSEVILLE IS AN EQUAL OPPORTUNITY EMPLOYER. IF YOU REQUIRE AN ACCOMMODATION DUE TO A
DISABILITY, PLEASE CONTACT THE HUMAN RESOURCES DEPARTMENT AT LEAST 5 WORKING DAYS BEFORE A SCHEDULED
INTERVIEW/EXAMINATION PROCESS. MEDICAL DISABILITY VERIFICATION MAY BE REQUIRED PRIOR TO ACCOMMODATION.



