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Classification Specification
	

	
	2221100

	
	MARKETING AND SALES SPECIALIST I



Class Summary

The responsibilities of this classification include administering, at an entry level, marketing and/or sales programs or projects designed to increase and facilitate customer use of agency services and facilities.

Distinguishing Characteristics

This is the first level within a five-level Marketing and Sales classification series. Marketing and Sales Specialist I is distinguished from other levels in this series in that incumbents administer projects and programs that involve fairly prescribed choices, even though there may be many elements involved in the work. For the most part, incumbents receive specific program or project priorities, objectives and procedures from others.

Examples of Duties (May vary by position)

1. Administer marketing and/or sales programs and projects which are vital to the agency’s mission. The work may involve large amounts of materials but requires limited discretionary judgment.

2. Update marketing and/or sales materials to reflect periodic changes; compose basic elements of communications or marketing materials.

3. Collect, analyze, prioritize and evaluate integrity of data in accordance with generally well-prescribed procedures and priorities; utilize database software to review, extract and transmit data.

4. Facilitate and oversee production, delivery and/or installation of products to ensure customer satisfaction.

5. Convey program needs to appropriate internal and external work groups; coordinate appropriate actions or solutions.

6. Monitor program inventory and expenditures; order materials and pay invoices for program materials and contracted services.
7. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Basic knowledge of applicable marketing, communications, distribution and/or sales principles and practices
Basic knowledge of written communications methods, techniques and principles, including sensitivity to graphic arts
Knowledge of English grammar
Knowledge of print production techniques
Communications skills (oral and written)
Skill in analyzing and interpreting data
Skill in applying marketing and communications knowledge to plan and implement basic project or program activities
Skill in developing and maintaining effective working relationships with diverse groups of people
Skill in using applicable personal computer software, which may include desktop publishing and database management
Organization skills 
Licensing/Certification Requirements

Washington State Driver’s License (some positions)
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

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