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JOB ANNOUNCEMENT
Marketing Associate (Full-time, non-exempt)
Organizational Overview: Opportunity Fund was founded on the principle that a little seed money and the right financial advice can drive permanent and lasting change in the lives of Californians. As California’s largest non-profit microfinance provider, and a national leader in the microfinance movement, Opportunity Fund has helped thousands of people make basic yet transformative changes in their economic well-being. By offering microloans to aspiring entrepreneurs, and savings incentives to families and college students, we provide the essential boost to empower individuals to reimagine their futures.

Certified by the U.S. Treasury, Opportunity Fund has a staff of 70 and offices in San Jose, San Francisco and Los Angeles. Since making our first loan in 1995, our team has deployed over $360 million into low-income communities—and we are just getting started. Our vision is that all Californians have access to empowering financial products to improve their lives. To achieve this vision, Opportunity Fund seeks new members for our team who believe strongly in bringing economic opportunity within reach to everyone in our state. 
Position Summary: Opportunity Fund is seeking a highly qualified, highly motivated Marketing Associate to assist in marketing to prospective loan borrowers. The role encompasses three essential functions: Project Management, Graphic Design, and Content/Digital Marketing to support Opportunity Fund’s small business lending goals. The Marketing Associate is a full-time position and reports to the Marketing & Communications Director. This is an exciting position for someone with broad marketing talents who wants to contribute in all areas, including strategy and product positioning. The right candidate will be motivated to spend a majority of time executing marketing plans by generating assets and working with vendors to deploy those assets into the marketplace. 
With direction from the Marketing and Communications Director, the Marketing Associate will:

Administrative & Project Management
· Independently create and manage detailed project plans and timelines, keeping team members updated on progress in a timely manner.
· Provide day-to-day project management for marketing campaigns and projects, including scheduling key milestone meetings and receiving and negotiating vendor bids. 
· Build and maintain prospect and customer lists in CRM.

· Secure new prospect lists from third-party providers. 

· Work with Analyst to pull reports from CRM to measure campaign ROI and find business insights and opportunities for new campaigns. 
· Update the Small Business Marketing budget: ensure vendor invoices are paid in a timely manner and track expenses to keep program expenses on target.
· Maintain adequate supply of key marketing collateral; ensure new hires on Sales team receive marketing materials within 1 week of start-date. 

Graphic Design
· Help to define and agree upon value proposition, key messages; then interpret visually.

· Create presentations (using Powerpoint or Prezi) 

· Create on-the-fly, one-off collateral pieces as needed.

· Update existing Opportunity Fund small business collateral.

· Successfully manage inbound requests for support from multiple members of Opportunity Fund staff. Prioritize workflow. 

· Successfully apply Opportunity Fund brand and style guidelines. 

Content
· Maintain editorial calendar for email newsletter.

· Write copy and manage assets (photos, video, etc.) for email newsletter, web, direct mail, print and digital advertising, PPC, and more.
· Ensure all copy is edited by Marketing and Communications Director and reviewed by Lending Team prior to publication and with a minimum of 48 hours turnaround time. 
· Support new and existing marketing initiatives by collaborating with Marketing & Communications Director to define audience and develop messaging. 

Social & Online Marketing

· Manage and update content on opportunityfund.org/loans.
· Ensure search optimization of site. 

· Develop and manage PPC Google adwords, Facebook advertising, and other campaigns. 
Storytelling & Client Relations
With direction from the Marketing & Communications Director, the Marketing Associate will interview Opportunity Fund clients for use as testimonials in marketing materials.
· Identify and interview clients (located throughout Bay Area). (Occasional travel to Los Angeles may also be required.)
· Write, edit, and publish client stories in accordance with Opportunity Fund guidelines, including supporting photography or video. 
· Keep all assets up-to-date in story collection database.
· Conduct user and market feedback with clients and prospective clients through focus-groups or individual interviews. Summarize insights and prepare recommendations for Marketing Director. 
Qualifications: The ideal candidate possesses the following qualities:

· Bachelor’s Degree in Marketing or Communications
· Minimum 2 years work experience, relevant marketing, small business development or lending experience strongly preferred
· Excellent organization, project management and attention to detail

· Superior copywriting skills
· Advanced skills in Adobe Creative Suite (InDesign, Illustrator, Photoshop)
· Experience and capability working in HTML and website CMS (Wordpress, Drupal, etc.). UXD a plus. 
· Advanced email marketing content and design experience (Constant Contact, Mail Chimp, etc. – Clickdimensions a plus)

· Familiarity with CRM software (e.g. Salesforce – Dynamics CRM a plus)

· Strong interpersonal and communication skills

· Demonstrated aptitude and enjoyment to learn new skills quickly
· Cultural sensitivity and awareness

· Ability to work independently and initiate projects and ideas

· Availability to work some evenings and occasional Saturdays

· Fluency in Spanish HIGHLY preferred
· Valid Driver’s License preferred(mileage reimbursed)

Compensation, Benefits and Office Location:

· Competitive salary commensurate with experience.

· Medical, Dental, Vision, Life & Disability coverage 100% company funded for employees.  Family coverage also available.

· Tax deferred 403(B) retirement plan (some employer contribution);

· Paid vacation (increased with tenure), holiday and sick leave days.

· Public transportation or paid parking benefit.

· Location: Opportunity Fund’s branch office in San Francisco, with occasional trips to San Jose headquarters. Or, Opportunity Fund’s headquarters in San Jose with weekly trips to San Francisco. Option to work from home one day per week. 
To Apply:

Interested candidates should email a resume and thoughtful cover letter to jobs@opportunityfund.org that includes how you heard about the position and “Marketing Associate” in the subject line.

Diverse candidates are encouraged to apply.  Opportunity Fund is an Equal Opportunity/Affirmative Action Employer. www.opportunityfund.org
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