
Draft Position Description 

 

Job Title: Marketing Coordinator 

Team/Group: Communications and Marketing team 

Job Reports to: Marketing Services Lead 

Location: Kalmia Street Office, Ellerslie 

Job Purpose/Objective: 

The Marketing Coordinator provides efficient coordination and 
administrative support for the Communications and Marketing 
team, supporting the successful scheduling and delivery of 
marketing and communications activities, programmes, and 
production. 
A key focus of the role is scheduling and giving visibility to short and 
medium-term activity, and trafficking work with providers, across 
the Communications and Marketing team and across other teams.   
The Marketing Coordinator reports to the Marketing Services Lead 
and works with a team of marketing and communication specialists 
and cross-functional delivery teams on marketing and 
communications plans and initiatives.  

Operating Unit: 

The Communications and Marketing team is responsible for 
generating Heart Foundation brand awareness, relevance, and 
engagement throughout New Zealand by creating, developing and 
implementing strategic marketing and communications initiatives. 
The team also supports internal business units to achieve their goals 
and strategies by providing best practice marketing and 
communications expertise and activities that drive reach, 
engagement, education, and delivery among the targeted 
audiences. 

Reporting Structure/Direct 
Reports: Direct reports – Nil 

Key Responsibilities/Tasks: 

Marketing and Communications team support 
• Own the Marketing and Communications tactical activity 

calendars, ensuring they are up-to-date, accurate and accessible 
at all times. 

• Coordinate, administer and provide day-to-day marketing 
support for campaign, project, event and task delivery. 

• Respond to internal and external emailed requests and 
enquiries as first point-of-contact in a timely manner, referring 
and escalating those to appropriate team members to handle 
where required. 

• Administer and implement marketing and communications 
process guidelines as  guided by the Marketing Services Lead. 

• Support marketing and communications process and workflow 
improvements as required and identify opportunities for 
improvement. 



Workflow and trafficking 
• Coordinate the preparation of quotes, production schedules 

and delivery of material and collateral. Work with internal 
stakeholders and ensure timely distribution of quotes and 
approvals. 

• Work collaboratively with marketing and communication 
agency partners, production companies and other providers as 
to ensure efficient and successful delivery of quality materials 
and communications, including printed items and EDMs/Emails. 

• Maintain strong working relationships with key internal 
stakeholders and external partners and providers. 

• Maintain systems to keep track of production jobs and timelines 
and escalate any issues in a timely way. 

• Code invoices, pass on for approval, and keep track of 
expenditure for discrete campaigns or projects as needed. 

Resources and assets 
• Coordinate the use of marketing assets and resources, including 

display and exhibit resources and Heart Foundation mascots 
(‘Hearty’).  

• Support, administer and champion the Heart Foundation media 
library by processing requests, tagging, and maintaining digital 
assets and keeping the library in good health.  

• Support and administer the central library of templates, 
presentations, flyers, posters, and other printable assets to 
ensure accessibility, currency, and one-off or out-of-date 
materials are archived. 

Desktop publishing 
• Support the Graphic Designer where required with editable, 

templated file production for printable and/or distributable 
flyers and materials supporting and promoting local events and 
community activity. 

• Provide PowerPoint presentation support where required 
• Create templated printed newsletters using desktop publishing 

software and liaise with printer and mail house  
Other duties 
• Participate in broader organisational initiatives, e.g., provide 

input to organisation-wide planning, surveys and participate in 
Heart Foundation marketing campaigns and appeals in the 
community. 

• Contribute to a strong Heart Foundation culture by developing 
and maintaining collaborative internal working relationships. 

• Participate in the continuing improvement of the Heart 
Foundation’s performance and reputation, and provide positive 
contribution to the functioning of the Marketing and 
Communications team and the wider organisation 

• Perform other duties as may reasonably be required from time 
to time. 

 



Cardiopulmonary Resuscitation (CPR) Training 
Maintain current CPR practicing status in accordance with the Heart 
Foundation’s policy at the Heart Foundations expense 

Key Relationships: 
Internal/External 

Internal 
• Communications and Marketing team members 
• Prevention team members 
• Care and Support team members 
• Shared Services team members 
• Fundraising and Partnerships team members 

External 
Key relationships must be maintained with appropriate individuals 
and organisations outside the Heart Foundation: 

• Agency partners and freelance providers 
• Printers and other suppliers 
• Event and conference organisers 
• Partner organisations and funders 
• External contractors 

Key Capabilities needed to 
succeed: 
Including qualifications, 
experience, and skills 

• A relevant tertiary qualification in marketing 
• At least 2 years’ experience in generalist roles in marketing and 

communications teams 
• Proven experience in scheduling, coordinating and trafficking 

workflow   
• Excellent communications skills 
• A collaborative, can do approach 
• Exceptional time management and organisation skills - able to 

prioritise competing tasks without dropping the ball 
• Demonstrates initiative and is self-motivated in progressing and 

delivering quality work 
• Flexible working style and open to change 
• Ability to relate to and work with a wide variety of stakeholders 
• Intermediate to advanced Microsoft Office suite skills 
• Basic proficiency with Adobe Creative Suite 
• A current full, clean driver’s licence. 
• Some experience working in the charitable sector would be an 

advantage 

 
Our Values  

The Heart Foundation is a not-for-profit organisation and has 
identified three underpinning values, which it upholds in all its 
operations.  

 

 

CONNECTED: INSIDE AND OUT 
Our desire to stop New Zealanders 
dying prematurely from heart disease 
is a collaborative effort. We work in 
strong effective teams to get the job 
done to the highest standard. We look 
for opportunities to create 
partnerships with other organisations 



and in our communities, to come 
together and really make an impact. 
 

 

PUMPING: PASSIONATE FOR CHANGE 
We are alive with ideas and inspiration 
to help people to fulfil their lifetimes. 
We excel at initiating conversations 
and stimulating change. The fact that 
we are not done yet gives us energy 
and drive to enrich the nation’s heart 
health with vigour. We relish what we 
do and thrive on making a difference.  
 

 

REAL:  LIVE IT, BREATHE IT 
We walk the talk. We always strive to 
deliver on our promises and do what 
we say we’re going to do. Our 
professionalism and dedication shine 
through in every interaction. We’re a 
credible and respected voice. 
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