Example of Communication Coordinator Job

Description
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Our company is looking for a communication coordinator. Please review the list of
responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for communication coordinator

e Define the communication placement and parameter framework for each
game and channel

e Using EA's lifecycle management platform, implement and validate changes
to the framework

» Provide Product Managers with performance and gap analysis on the
framework (how can we bring the most relevant and effective messages to
our players?)

e Execute the Membership Rewards communication plan in synergy with the
MR team to support the earn and burn of points and leverage on the loyalty
program to drive spend and engagement

e Coordinates all aspects of the client’s marketing campaign including meeting
all deadlines, executing project-related tasks (including graphic design,
layout, and graphic creation), and accomplishing defined deliverables
(working with printers and vendors to produce marketing materials)

e Communicates effectively with client and makes recommendations of best
practices on layout design in order to achieve the highest level of member
engagement

e Creates layouts and designs of marketing collateral and other materials in
print and online

o Complete projects as directed by the Team Lead

e Monitor, revise and make proper recommendations to ensure creative work



e Create and develop designs that are visually appealing and meet criteria of
target audience

Qualifications for communication coordinator

e Research needs and desires of employees and plan activities accordingly
(through surveys, personal interaction )

o Experience with Google applications (i.e., calendars, documents, drives and
e-mail)

e Experience with Dropbox, Adobe Acrobat and Photoshop or other image
manipulation software, Windows Movie Maker, WordPress, listserv mailing,
contact database maintenance, and data entry

e Experience maintaining schedules, travel planning and coordination

e Experience in meeting and event planning including food and beverage
orders, venue booking, hotel accommodations

* Ability to perform administrative support tasks including telephone coverage,
scheduling meetings, and e-mail support



