
 

Project Coordinator, Marketing & Product Development 

The Project Coordinator assists in the day-to-day operations of the Marketing and 

Product Development division. This position maintains schedules and project task 

lists; coordinates meetings; conducts research and analysis; prepares reports; and 

provides administrative support to the Chief Marketing and Product Development 

Officer and the leadership team. 

In this role, the ideal candidate will:  

 Coordinates a wide range of projects and conducts research and analysis, 

reports findings, and makes recommendations for improvements. 

 Collects goal and project status reports across multiple programs and 

business functions for divisional reporting purposes. 

 Maintains metrics and performance presentations for the division. 

 Works with divisional leadership to align strategic planning processes with 

budgeting processes and schedule. 

 Supports divisional leadership with communications to keep all stakeholders 

informed of progress toward goals and strategic plans. 

 Completes and processes check requests, invoices, and expense reports.  

 Performs data entry for tracking budgets and performs basic analysis on the 

budget model. 

 Schedules meetings, meeting rooms, and lunches for division staff and 

visitors. 

 Supports tracking of the division’s project calendar.  

 Provides administrative support including handling mail, maintaining calendar 

and scheduling, filing, and other administrative tasks as assigned. 

 Assists with day-to-day administration of the division’s intranet and 

document management sites; such as responding to access and permission 

requests, organizing and tagging content, and maintaining lists and libraries 

for use by division staff.  

 

 
 

 

 



 

To qualify, the ideal candidate will have: 

 

Knowledge 

 A four-year college degree is preferred. 

 In-depth knowledge of office administration procedures is required. 

 Broad knowledge of project planning, scheduling and management is 

preferred. 

 Knowledge of technology and applications for collaboration, information 
sharing, and document management systems is preferred. 

 

Skills and Abilities 

 Ability to organize and prioritize work, adhere to deadlines and timelines, and 

adapt quickly to changing schedules. 

 Ability to work collaboratively on teams, and work on multiple assignments 

simultaneously.  

 Ability to provide superior customer service to internal customers. 
 Ability to produce written communications and documents using accurate 

grammar and spelling. Ability to perform basic math calculations. 

 Ability to effectively present information and respond to questions from all 

levels of staff.  

 Ability to use interpersonal skills to build and maintain effective relationships. 

 Ability to read, analyze, and interpret general business information such as 
reports, instructions, guidelines, procedures, communications, etc.  

 Ability to apply sound judgment in decision-making and problem solving, and 

when making recommendations for process improvements.  

 Ability to use Windows, Microsoft Office (e.g., Word, Excel, PowerPoint, and 

Outlook), internet browser applications, and other basic office software. 
 Ability to learn and administer web-based office applications for online 

collaboration, document/content management, and intranet management.  

 

Experience 

 3-4 years’ of office experience  

 Experience administering web-based office applications for online 
collaboration, document/content management, and intranet management is 

helpful. 

 

 

To apply for this opportunity, send your cover letter (including salary requirements) 

and resume to go to hr@ascd.org.  

 

mailto:hr@ascd.org


ASCD is the global leader in developing and delivering innovative programs, 

products, and services that empower educators to support the success of each 

learner. Comprising 140,000 members—superintendents, principals, teachers, 

professors, and advocates from more than 138 countries—the ASCD community 

also includes 56 affiliate organizations. The nonprofit's diverse, nonpartisan 

membership is its greatest strength, projecting a powerful, unified voice to decision 

makers around the world. To learn more about how ASCD supports educators as 

they learn, teach, and lead, visit www.ascd.org. 

The Total Rewards of ASCD employment extends far beyond salary and includes a 
rich array of work life benefits and a health and wellness package that is highly 

competitive. 

ASCD is an equal opportunity employer. We are committed to the full and effective 

utilization of qualified persons, regardless of race, color, religion, sex, national 

origin, age, physical and mental disability, or veteran status. 

 

http://www.ascd.org/
http://www.ascd.org/ASCD/pdf/siteASCD/hr/Total-Rewards.pdf

