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Classification Specification
	

	
	2221400

	
	MARKETING AND SALES SPECIALIST IV



Class Summary

The responsibilities of this classification include performing at an expert level and call for supervising the development and implementation of marketing and/or sales programs and projects designed to increase and facilitate customer use of agency services and facilities.

Distinguishing Characteristics

This is the fourth level within a five-level Marketing and Sales classification series. Marketing and Sales Specialists IV are distinguished from other levels in this series in that incumbents manage projects and conduct day-to-day supervision of operations, programs, projects and staff. Incumbents deal with daily concerns such as scheduling, workloads, deadlines, customer service and quality control. Incumbents typically rely on a higher level employee to set overall program goals and priorities and to ensure “big picture” coordination with other related programs.

Examples of Duties (May vary by position)

1. Supervise staff involved in carrying out marketing and/or sales programs, operations and/or projects. Make effective recommendations on hiring, termination and discipline decisions. Implement employee relations policies and labor contract provisions and resolve issues and grievances, if any.

2. Oversee daily operation of work unit, including work loads, processes, facilities, fleet, schedules, deadlines, quality control, work teams buildup and work plans development. Create efficiencies and institute performance measures.

3. Develop and recommend strategic plans; manage issues related to marketing and sales programs.

4. Develop, implement and manage marketing and/or sales programs and projects; plan and develop project goals and identify necessary actions to meet goals.

5. Prepare and monitor annual program and/or project budget; identify spending efficiencies; manage capital, operating and grant funds; authorize spending; identify and apply for grants.

6. Manage vendor and consultant contract administration; negotiate contracts; determine performance compliance levels; authorize payments.

7. Manage and coordinate multi-faceted production and distribution programs which may require overseeing the development and ongoing operation of computerized systems.

8. Develop, interpret and implement policies and procedures.

9. Network and establish effective public/private partnerships with agency, King County Council staff, officials, other jurisdictions, private companies and citizen groups to support development and implementation of projects, programs and agency goals.

10. Manager cross-functional, inter-work group and external and internal customer relations.
11. Stay abreast of industry trends, standards and issues.
12. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of marketing, communications, distribution and/or sales principles and strategies
Individual positions may require knowledge in specific marketing, communications, advertising or sales emphases, such as communicating persuasively to the public, presenting complex information to the public and fulfilling transportation marketing requirements  
Knowledge of written communications methods, techniques and principles, including sensitivity to graphic arts
Knowledge of budget methods, principles and administration
Knowledge of human resources management principles and techniques
Knowledge of public administration, including government decision-making, legal and risk management considerations and issues concerning responsibility to the public
Broad knowledge of modern urban society and demography, to help develop and assess marketing and sales strategies to attract and retain customers
Knowledge of leadership, supervisory and quality management techniques and principles, including ability to coach, build teams, plan and schedule work loads, develop employees and manage effectively
Knowledge of principles of conflict resolution, decision-making, consensus building and problem solving and knowledge of contract administration
Skill in developing, managing and implementing projects and programs, including skill in organizing, prioritizing and managing multiple programs and projects to meet non-negotiable deadlines
Skill in analyzing and interpreting complex information to develop strategies and make decisions
Skill in applying marketing and communications knowledge to direct the development, production and distribution of effective marketing, communications and/or sales materials and programs
Skill in recognizing potential problems and implementing corrective action
Skill in using applicable personal computer software, which may include desktop publishing and database management as well as presentation and public speaking skills
Strong oral and written communications skills, including skills for generating or evaluating effective marketing communications pieces
Skill in establishing and maintaining effective working relationships with a wide range of people
Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	Marketing and Sales Specialist I, II, III, IV and V
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