Job Title: 
Marketing Administrative Assistant
Openings: 
1 

Start Date: 
ASAP 

Location: 
San Rafael, CA

Job Type: 
Full Time 40 Hrs/Wk

Industry Category: 
Commercial Real Estate

Application Procedure: 
Send Resume & Introductory cover letter.  Submissions with no cover letter will not be accepted.  Subject line should be: “Marketing Administrative Assistant – ‘Your Name’” 
When to Apply: 
As soon as possible by e-mail to jobs@ctbt.com

Cassidy Turley Northern California is one of the largest full-service commercial brokerage firms in Northern California with 14 offices.  Locally owned, Cassidy Turley Northern California is known for its market leadership, collaborative culture, knowledgeable and experienced professionals committed to client service.  This position is for the San Rafael office.

MARKETING ASSISTANT

The San Rafael office is seeking a strong individual to support a team of commercial real estate agents in their marketing efforts to lease and sell commercial properties.  The marketing administrative assistant will work closely with real estate brokers and the graphic design team to produce materials such as property listing flyers, property tour books, and other marketing materials.  All work created is template-based with strict branding and corporate guidelines. 
Ideal Candidate will have:
· Excellent administrative and organizational skills and a graphic design background.

· Ability to work with images, aerials, graphics and charts and ability to produce work product that is aesthetically pleasing, i.e., have a good eye for design.

· Ability to communicate effectively verbally and in writing.
· Good follow up and customer service skills; must work well under pressure with ability to prioritize, multi-task, and work effectively in a fast-paced environment.
· Ability to take direction when necessary, work independently and efficiently, as well as be a team player willing to lend a hand whenever necessary.

· 4 year college degree preferred.
· 2-3 years’ experience working in a professional environment.

SPECIFIC TASKS:
· Create presentations for new listing opportunities using PowerPoint and/or InDesign.

· Update and create template-based materials such as property listing flyers and property tour books.

· Coordinate and communicate requirements such as custom email blasts, postcard design, and high profile presentations or proposals, to the Graphic Department and follow-up to ensure timely completion.
· Facilitate production and upkeep of marketing materials as required.
· Copy, printing, binding as required.  

· Help maintain Excel mailing lists.

· Provide general administrative support as required.

REQUIRED TECHNICAL SKILLS
· Must have excellent Microsoft Office skills:  Word, Excel, PowerPoint, Outlook, and Publisher.

· Working knowledge of InDesign or other graphic program.

