
 
 

Eagan Convention and Visitors Bureau 
Employment Application Instructions 

 
Position:  Marketing Coordinator 

  
1. Carefully read the position description to ensure that your skills meet the minimum qualifications.  

Applications that do not meet the minimum requirements will be removed from the applicant pool.  
  

2. Fill out the employment application form completely.  Be sure to read the form carefully before 
signing your name at the bottom.  

  
3. Include a copy of your resume detailing your work history and references. 

  
4. Once completed, email your information to Brent Cory (brent@eaganmn.com).  

 
5. Applicants will be notified by email or telephone regarding their status in the  

selection process.  Please do not email or call for a status report.  Only those  
interviewed will be notified if the position has been filled.  

  
  
We appreciate your adherence to the above guidelines.  These guidelines have been established to make 
the application process a smooth and expedient one for both you and the Eagan Convention and Visitors 
Bureau staff. 
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EAGAN CONVENTION & VISITORS BUREAU 
POSITION DESCRIPTION 

 

Job Title:  Marketing Coordinator 
 
Salary Range  Commensurate with experience  
 
Work Schedule: Full-time position 
 
Status:    Exempt/Salaried 
 
Reports To:  President & CEO 
 
Position Overview:   
The Marketing Coordinator will be responsible for assisting with the Eagan CVB’s overall marketing, 
public relations and social media strategies.  Additional areas of responsibility include managing the 
logistics of promotional campaigns, assisting with research projects and providing support to Eagan’s 
hospitality community.    
 

Essential Duties and Responsibilities: 
The typical tasks listed below are intended to describe the general nature and level of work being 
performed by the individual assigned to this position. They are not intended to be an exhaustive list of all 
duties, responsibilities, and/or skills required. Other tasks may be assigned as needed by the 
President/CEO and Marketing Manager. 
 

Major Areas of Accountability: 

 Creates and distributes media alerts as requested. 

 Works closely with Marketing Manager to manage all ECVB social media channels including 
Facebook, Twitter, YouTube and Instagram. 

 Works closely with Marketing Manager to consistently update ECVB website and online events 
calendar using Web design software.   

 Gathers and verifies information for organization’s publications, e-newsletters, forms, website, 
flyers and other related written and printed materials.   

 Creates and disseminates sales and hospitality community e-newsletters using online marketing 
tools – manages corresponding e-newsletter database to ensure accuracy.     

 Works closely with Marketing Manager to ensure ECVB’s design elements are integrated into all 
collateral/digital outlets and consistently kept updated. 

 Assists with the design of organization’s sales materials and promotional collateral using desktop 
publishing software. 

 Manages promotional contests, including coordination of prizes, selecting winners and keeping 
detailed records of each giveaway and corresponding value.   

 Assists with the management of media trades, including item identification, tracking and delivery.    

 Ensures all advertisements - including radio, television, print and digital - are proofed for 
accuracy.   

 Assists with market research and ongoing analysis. 

 Creates and updates all PowerPoint presentations as needed and directed. 

 Assists with special projects and administrative duties as needed. 

 Coordinates brochure rack display programs. 

 Other duties as assigned. 

 



 
Qualifications: 

 Academic – BA/BS with an emphasis in marketing or sales, and/or at least three years of related 

experience which may substitute for academic experience. 

 

 Personal Characteristics - Exceptional communication skills, ability to exercise judgment and 

diplomacy in a wide variety of public contact situations and proven ability to work with a diverse 

group of individuals and groups.  Must be a multi-tasker who can adapt easily. Must be people-

oriented, have high stamina/high energy levels, and be very goal oriented.  

 

 Knowledge, Skills and Abilities – Minimum of 3 years of demonstrated marketing or public 

relations experience with proven experience using a wide range of social media channels, 

including Facebook, Twitter, Pinterest, Instagram and YouTube.  Must have experience and skills 

in general office computer programs (Microsoft Word, Outlook, Excel, and PowerPoint) along with 

graphic design and website programs.  This position requires an ability to prioritize and manage 

multiple projects/responsibilities simultaneously.  

 

 Physical Requirements – Must be able to lift and carry 40 pounds.  Must have a valid driver’s 

license and the ability to maintain a flexible work schedule that includes early mornings, evenings 

and weekends.  Must be able to travel independently to domestic and international destinations 

via commercial airlines. 

 
Benefits:    
All Eagan CVB full-time employees accrue personal time off according to the following schedule. 
Individuals will advance to the next year of completed service at the beginning of the pay period following 
their anniversary date.   

 
 

Completed 
Years of 

ECVB Service 

PTO Accrual 

Hours/ 
Pay Period 

Hours/Year 

Less than 1 2.5 65 

1 3.5 91 

2 4.5 117 

3 5.5 143 

4 6.5 169 

5 7.5 195 

8 & above 8 208 

 
 
PTO will be accrued by a qualified employee beginning on the employment start date.  PTO may not be 
used during the 90 calendar days following the start of employment. 
 
 
  



Holiday Pay: 
Full time Eagan CVB employees will receive eight full and two half-day paid holidays per year provided 
the employee has worked both the scheduled work days immediately before and after the holiday.  
Holidays that fall on a Saturday will be observed on Friday; those that fall on Sunday will be observed on 
Monday. The holidays observed are: 
 
  New Years Day 
  Good Friday (1/2) 
  Memorial Day  
  Independence Day 
  Labor Day 

Thanksgiving Day 
Friday after Thanksgiving 
Christmas Eve Day   
Christmas Day 
New Years Eve Day (1/2) 

 
Overtime:  
Not available - taken as compensatory time within two weeks of days worked. 
 
Medical:  
Eligible for medical coverage following 90 days of continuous employment - paid in full.   
 
Retirement:  
3% employer match in Simple IRA plan. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Eagan Convention and Visitors Bureau is an Equal Opportunity Employer. 
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