Cassidy Turley Northern California is one of the fastest-growing, most active commercial real estate service firms in Northern California.  Cassidy Turley Northern California has 14- Northern California offices and is part of the Cassidy Turley global real estate services organization and is known for its market leadership, collaborative corporate culture, knowledgeable and experienced professionals committed to client service.  This position is in the San Francisco office.

For more information visit: www.ctbt.com  

MARKETING COORDINATOR – TENANT REPRESENTATION
 
Our ideal candidate will demonstrate the following:
· Must be enthusiastic, energetic, reliable and self-motivated
· Excellent administrative and organizational skills
· Detail oriented – this position requires coordination and follow-up
· Ability to initiate and work multiple priority projects concurrently
· Strong verbal communication skills
· Ability to work independently and efficiently
· Must have initiative, accuracy, diplomacy, personal judgment
· Professional appearance and conduct
· Strong computer skills
· Team player and a sense of humor are a must

SPECIFIC TASKS: 
· Maintain ACT! database of clients and prospects
· Query database to identify and rank prospects
· Collect information about companies and enter new prospects into database
· Conduct targeted marketing campaigns via mail and e-mail
· Research and write white papers.
· Prepare marketing proposals, presentations and other materials.
· Coordinate team activities and client/prospect events

REQUIRED SKILLS: 
· Advanced knowledge of ACT!, LinkedIn, Microsoft Word, Excel, PowerPoint, & Outlook; internet savvy.
· Excellent research and writing skills
· Ability to prioritize multiple assignments and multitask
· Strong attention to detail and organization 
· Self-directed, results oriented, takes initiative 
· Ability to handle short deadlines and work under stress Maintain confidentiality in all aspects of work 
· Commercial Real Estate experience (preferred)
· College graduate, advanced degree preferred

SALARY AND BENEFITS
Competitive salary to be determined based upon skills and experience plus full benefit package. 
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