
Karp Strategies – Job Posting for Full-Time Marketing Coordinator
Applications close October 17, 2021 – Rolling Review

About the Role
Karp Strategies is actively interviewing for a full time Marketing Coordinator to join our growing
team as an immediate hire. The Marketing Coordinator will lead marketing efforts on behalf of
the firm in this newly created position. This role will regularly interface and collaborate with the
firm’s leadership, clients, and partners. We are looking for a candidate with 2-5 years of work
experience who has excellent writing, graphic design, social media, and oral communication
skills, pays strong attention to detail, and provides excellent follow through on tasks.

The Marketing Coordinator will play a key role in supporting the firm’s business objectives,
priorities, and sales and marketing strategy, especially as they relate to the proposal and
work-winning processes. This candidate will also maintain the firm’s external presence and
voice, including Karp Strategies’ website, blog, newsletter, and social media. We are actively
seeking candidates with a demonstrated commitment to and professional practice toward
diversity, equity, and inclusion in the workplace, and an understanding and curiosity about urban
planning and community economic development issues.

Major Job Responsibilities:
● With Karp Strategies leadership and outside advisors, develop overall marketing strategy

for the firm, including initiating new activities, as well as managing one-time and
recurring activities.

● Lead and support the coordination and preparation of proposals of all sizes, ensuring
deadlines are met and submittal is compliant with RFP, collaborating with Karp
Strategies leadership and business development team members.

● Facilitate the writing, editing, and tailoring of proposals to produce compelling content
with easy-to-read narratives for a diversity of external-facing platforms.

● Ensure consistency with our messaging and brand, and compliance with client
requirements. Ensure the graphic identity and voice of the firm is consistently applied
across all external materials; develop and support systems for accomplishing this.

● Support the planning and development of client presentations and interviews of all sizes.
● Create aesthetically pleasing layouts and graphics for proposals using Adobe InDesign

and Adobe Illustrator, while adhering to brand standards.
● Coordinate with subcontractors/teaming partners on proposal preparation.
● Proactively maintain resume, opportunity, and project data in our CRM database.
● Maintain the Karp Strategies website, blog, newsletter, and social media, and perform

other marketing and writing tasks as assigned.
● Track and report out on marketing analytics, including from our website and social

media, and use insights to inform the marketing strategy going forward.



Necessary Skills for Success:
● At least two to five years coordinating and supporting marketing for professional

services/consulting firms, including proposal/RFP processes.
● Professional degree or diploma in Marketing, Communications, Graphic Design, Liberal

Arts, or related field. Undergraduate degree is preferred, masters degree is optional.
Comparable and demonstrated work experience is also acceptable in lieu of a degree.

● Detail-oriented, with an eye for design and focus on quality.
● High degree of self-motivation, initiative, and follow-through.
● Effective time management in a fast-paced, deadline-driven environment.
● Excellent writing, editing, and communication skills using a variety of media.
● Experience with standard office software, such as Microsoft Office, Google Suite, etc.
● Experience with Adobe Creative Suite InDesign and Illustrator software with excellent

graphics skills. Experience with Photoshop is a plus.
● Experience with website building and hosting platform. Experience with Wix is a plus.
● Ability to work regular business hours (9am – 5 pm, with occasional overtime, alone or in

a team).
● Interest in working in a start-up environment with a close-knit team and our project

partners on miscellaneous tasks, big or small, as they arise. Ability to be flexible,
adaptable, and agile toward changing circumstances in a growing firm.

● Willingness to bring your whole self, creative ideas, and secret sauce… we are a team
that values each member’s uniqueness and ability to represent new ideas, different parts
of the city, and strategic thinking to propel us forward as we grow.

About Karp Strategies

Karp Strategies is an urban planning strategy consulting firm that builds stronger
communities and thriving cities. We partner with our cross-sector clients to identify their
unique needs and provide tailored solutions. We take analysis to action to allow our
clients to make better decisions – and ultimately, to build stronger communities,
economies, and cities. We deeply value our holistic analytic methods, and maintain strong
core values around equity, access, and community engagement when working on
planning and development projects. We work on projects around the country, with projects
currently underway or starting up and down the East Coast. Our team works at the sweet
spot where data, people, and place intersect: we strive to understand what drives change
in places, and how people, businesses, and institutions exist and can thrive within that
change. We value and celebrate diversity and inclusion in our team, and we share a
commitment to social, racial, and economic justice.



Application Details

If these piques your interest, we’d love to hear from you. Interviews will be conducted
immediately on a rolling basis. Karp Strategies will contact you if you are being considered
for a position. As PDF attachments, please send a professional resume, work samples,
letter of interest, and three references to jobs@karpstrategies.com. Only complete
application packages will be considered. If you possess language skills beyond English,
please share a demonstration of your capabilities. While doing all these tasks previously is
not a hiring requirement, having some experience is advantageous and expected.

We encourage all who are interested to apply.

This job description is for an at-will position which is non-exempt under the FLSA. Karp
Strategies provides equal employment opportunities to all applicants for employment
regardless of their age, race, creed, color, religion, national origin, alienage, citizenship,
disability, sex, gender, sexual orientation, marital status, partnership status, military status,
predisposing genetic characteristics, domestic violence status, sex offense of stalking victim
status, or any other characteristics protected by federal, state or local laws.


