JEWELERS MUTUAL INSURANCE COMPANY

POSITION DESCRIPTION

POSITION TITLE: 
Marketing Communications Specialist
DEPARTMENT: 

Sales & Marketing

SALARY GRADE:
E07
REPORTS TO: 

Director of Marketing Communications

POSITION SUMMARY 

Leads and manages marketing communications projects. Scope of authority includes developing and implementing communication plans; writing materials such as articles, brochures, and advertisements; working with graphic designers; and overseeing distribution to company audiences.  Superior writing, communication, and project management skills are essential.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.
Assists in development and implementation of Marketing Communications Plans for product lines and projects. 

Researches, writes and produces marketing communications for company audiences including jewelers, commercial and personal lines policyholders, agents, employees, community etc. 

· Materials include printed and online brochures, articles, news releases, newsletters, advertisements, reports, editorials, and other material as assigned by supervisor.

· Distributes marketing communications to appropriate audiences via e-mail, Web, social media, mailings, etc.
· Measures results of specific marketing campaigns.
· Produces presentations for jewelry industry shows and events, company meetings, and agent conferences.
· Develops, writes, and produces loss prevention materials. 

Interviews individuals, attends meetings, and researches printed and online resources to obtain information and data for publication; verifies facts, and clarifies information. 

Works with graphic designer, as necessary, to produce the final print or electronic vehicle.

Compiles and reports marketing communication statistical information.

May be responsible for one or more of the following activities:

· Handles media requests.

· Development of marketing communications materials, including advertising, brochures, e-marketing pieces, and more.

· Development of agent marketing communications.

· Development of personal jewelry and internal employee marketing communications including Intranet maintenance.

· Monitors Internet discussion channels, responds to messages, pro-actively shares information about safety, security, and insurance topics. (Polygon, IJO, jckmarketplace, Pricescope)

· Write columns and articles for trade association newsletters and trade magazines.

· Develops appropriate communications and maintains Intranet communications.

Works cohesively with rest of Marketing Communications team, Sales team, Commercial Lines Operations, and Personal Lines sales Operations.

PRINCIPAL WORKING RELATIONSHIPS 

Executive staff, employees, agents, media, and policyholders.

SUPERVISORY RESPONSIBILITIES

None

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION AND/OR EXPERIENCE 

Bachelor's degree (B. A.) in marketing, communications, journalism, or other appropriate degree from four-year college or university plus two to three years related experience and/or training; or equivalent combination of education and experience. 

Property/casualty insurance background and experience helpful.

COMPUTER SKILLS 

Intermediate knowledge and skill with Microsoft Word, Excel, PowerPoint and Outlook programs required. Ability to learn/use the Company’s policy and claims computer systems also required.  

Desired knowledge and skills: working knowledge of intranet and website communication, knowledge of DreamWeaver and content management systems

CERTIFICATES, LICENSES, REGISTRATIONS

None

OTHER REQUIRED SKILLS AND ABILITIES

N/A

CORPORATE COMPETENCIES                  




· Embraces the JM Vision:  Envisions the future by imagining and embracing all exciting, compelling and credible possibilities.  Able to focus attention on the goals, recognizing risks and opportunities that will ultimately lead to the achievement of the Vision.  The Vision guides all communications and actions.

· Promotes Teamwork:  Works collaboratively with co-workers and contributes to positive intra- and inter-department relationships.  Leads co-workers to act on customer objectives and needs, achieving consensus on decisions and actions.  

· Provides Superior Customer Interaction:  Courteously considers the desires and needs of internal and external Customers.  Continuously aware of problems and improvement opportunities and acts accordingly to improve processes and service.  

· Motivates and Empowers People:  Recognizes and reinforces positive behaviors and attributes on a personal level and among colleagues.  Encourages widespread participation in productive activity.  Encourages others to express and pursue alternatives to achieve the desired results.  

· Acts with Responsibility:  Acts in an accountable and responsible way.  Takes ownership of the problem and looks for a solution.  Holds self and others accountable for actions and commitment in meeting business objectives.  

· Understands the JM Business and Stakeholders Needs:  Understands Jewelers Mutual Vision, business objectives and business drivers; knows how to get things done.  Understands the needs of internal and external Customers in order to shape and implement strategies, plans, and activities to meet those needs.  

· Manages Change:  Takes and encourages actions that are new and improves existing approaches, processes and systems.  Recognizes, understands and leads during times of change, even when there is uncertainty, ambiguity and/or adversity.  Appropriately takes actions individually, in collaboration with others and at others’ request to facilitate change.   

FUNCTIONAL COMPETENCIES                  
· Enhancing and Managing the Brand:  Takes actions to improve and deliver consistent messages that are aligned with the strategies and long-term perspective of the company.  Ensures these messages are routinely delivered with courtesy and respect.  The quality and excellence of adhering to the brand are measured through benchmarking, best practices and performance standards.  

· Priority Setting:  Identifies opportunities and needs on a departmental and individual basis to more effectively direct resources resulting in the achievement of JM long-term corporate goals.  

· Communication:  Be the unified voice of the company.  Effectively communicate both verbally and in writing.  Clearly inform and persuade both internally and externally to deliver positive messages of quality and excellence that support our brand and sales.  Tailor all written or verbal messages to the needs of our specific audience to achieve strategic and organizational goals.

· Relationship Management:  Develops collaborative relationships with internal and external customers.  Works interdepartmentally to effectively identify opportunities and achieve organizational goals.  Develops alliances with individuals, businesses, associations and stakeholders based on trust to attain common goals.  

· Maximizing Profitable Growth:  Be the champion for sales by managing all of our distribution channels.  Effectively interacts with both internal and external stakeholders to successfully inspire, persuade and reward people to maximize profitable growth.  Identifies opportunities, measures success and holds all parties accountable to achieve our sales goals.

LANGUAGE SKILLS 

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.

REASONING ABILITY 

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

PHYSICAL DEMANDS  

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel and talk or hear.  The employee frequently is required to sit.  The employee must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision, color vision, and ability to adjust focus.

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
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