
This job description reflects the assignment of essential functions, it does not prescribe or restrict the tasks 
that may be assigned. Marin Humane is an at-will employer. 
  Page 1 

 

 
Marin Humane 

Digital Marketing Specialist 
 

Marin Humane is an equal opportunity, non-profit employer. Our mission is to transform lives through 
exceptional animal care, humane education, and advocacy.  Every day, we inspire compassion and positive 
relationships between animals and people. Our Core Values are Dedication to Animals, Collaborative Spirit, 
Courage with Compassion, Pursuit of Learning, and Celebrating Differences. 
 
SUMMARY: The Digital Marketing Specialist works with the Director of Marketing and Communications in 
promoting the services, programs and events of Marin Humane through the management of the 
organization’s website and marketing campaigns. He/she is accountable for accomplishing department 
goals, working collaboratively with internal and external stakeholders and supporting the mission, goals 
and philosophy of Marin Humane. 
 
ACCOUNTABILITY:   Director of Marketing and Communications 
HOURS:   40, Mon-Fri with occasional weekends 
SALARY:  D.O.E.   
Application filing deadline:  Monday, 11/27/17 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES  
 
WEBSITE MANAGEMENT 

 Manage the functionality and content of the organization’s website and e-communications to 
engage, build, and improve relationships with current and potential supporters 

 Recommend and implement enhancements and modifications to the website 

 Manage maintenance of website archives 

 Coordinate with IT department on hardware and software issues for the website 

 Facilitate interactions and coordinate service engagements with third-party website services to 
accomplish website objectives 

 Provide SEO and analyze performance 

 Keep abreast of technology trends and monitor like organizations for trends 

 Work with department director to plan and implement campaigns to support strategic initiatives 

 Work with department director to develop and implement new online strategies and initiatives to 
increase financial support 

 
MARKETING 

 Regularly interface with other departments to source story content and promote various programs 
and services 

 Manage content calendar for marketing efforts on behalf of all departments 

 Work closely with social media coordinator to provide support as needed for organization’s social 
media channels 
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 Ensure brand consistency throughout organization and in external-facing campaigns 

 Cultivate volunteer involvement based on department’s needs 

 Provide on-site assistance at special events, as needed 
 
DESIGN/PRODUCTION 

 Provide basic in-house design and production for marketing materials including digital and print ads, 
flyers, signage, etc. 

 Work with outside designers and vendors to ensure high quality design and production of marketing 
materials 

 Monitor department’s printing equipment, order necessary supplies, and work with IT department 
on repairs when necessary 

 
VOLUNTEER MANAGEMENT 

 Work with Volunteer Services department to recruit and manage MarCom volunteers 

 Provide training in procedures and protocols 

 Evaluate performance and recognize achievements 

 Look for additional ways in which volunteers can help the department 
 
CUSTOMER SERVICE 

 Understand, support, and articulate organization's policies and philosophies to the public in a 
positive and effective manner through education and example 

 Promote and emulate exemplary customer service by providing courteous, prompt and responsive 
service to internal and external customers 

 Respond to any inquiries, internal or external 

 Foster teamwork, creativity. and a work culture aligned with organization’s mission and values 
 
SAFETY AND SECURITY  

 Model and encourage safe practices and regulatory compliance throughout the organization 

 Must be committed to a high standard of safety and be willing and able to comply with all safety 
laws and all of the employer’s safety policies and rules 

 Must be willing to report safety violations as well as potential safety violations to appropriate 
supervisory or management personnel 

 Maintains appropriate files and records as assigned 

 Adheres to the files and records retention policies and procedures 
 
DESIRABLE QUALIFICATIONS: 
An ideal candidate will possess the following knowledge, skills, and abilities: 

 Working knowledge of WordPress or similar platforms, Adobe Creative Suite including Illustrator, 
InDesign, and Photoshop 

 Basic knowledge of HTML 

 Experience developing and/or maintaining websites and e-communications 

 Excellent interpersonal and communications skills (both oral and written) with a service- oriented 
approach to projects 

 Demonstrated ability to manage multiple time-sensitive projects and meet deadlines within 
consistently changing priorities 

 Able to work independently and as a member of a team 
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EDUCATION AND EXPERIENCE:  
A typical way of gaining the necessary knowledge, skill and ability outlined above includes: Bachelor’s 
degree, preferably in Marketing, Communications, Graphic Design or related field (or equivalent working 
experience); At least five years’ working experience in website management, graphic design, marketing, or 
e-communications; Experience in the nonprofit sector a plus 

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. He/She has the ability to 
comfortably handle various species of domestic animals. 

 While performing the duties of this job, the employee is regularly required to sit and talk or hear. 

 The employee must occasionally lift, push, pull and/or move up to 50 pounds. 

 The employee is occasionally required to stand, climb or balance; walk; reach with hands and arms 
and stoop, kneel, crouch, or crawl. 

 This position involves a regular amount of repetitive motion of hands and wrist 

 The employee should have no known allergies to animals that would prevent him/her from 
performing the duties as required. 

 Specific vision abilities required by this job include close vision, peripheral vision, depth perception 
and ability to adjust focus. 

 
WORK ENVIRONMENT:  The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
  

 Regular exposure to a variety of animal species 

 Ability to work evenings, weekends and/or holidays as business operations demand  

 The noise level in the work environment can be loud 

 While performing the duties of this job, the employee is occasionally exposed to fumes or airborne 
particles (pet dander) and toxic or caustic chemicals 

 The employee occasionally works in a variety of environments including outdoor events, public and 
private indoor spaces and may be exposed to elements consistent with these environments 

 
BENEFITS: 
FULL-TIME EMPLOYEES (AT LEAST 30 HOURS/WEEK): 

 Medical/Vision Plan 
- Kaiser HMO  

 Dental Plan 
- Includes Orthodontia for dependent children  

 Domestic Partner Coverage Available (Medical and Dental plans) 

 Life Insurance  

 Long Term Disability Insurance  

 Section 125 Cafeteria Plan 
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ALL REGULAR EMPLOYEES (AT LEAST 20 HOURS/WEEK): 

 Fitness Reimbursement Program 

 Employee Assistance Program  

 403(b) Retirement Plan  

 Paid Holiday  

 Paid Vacation  

 Sabbatical Leave 
ALL EMPLOYEES (INCLUDING PART-TIME AND TEMPORARY): 

 Paid Sick Leave  
 

 
To Submit an Application or Resume: 

Mail or Delivery: 
Marin Humane Society 

Human Resources 
171 Bel Marin Keys Blvd 

Novato, CA 94949 
Email: jobs@marinhumane.org 

Fax: (844) 275-3018 
 

 

 

 

 

 

 

 


