JOB DESCRIPTION 
	Position:
	Marketing Assistant/Graphic Designer
	Department:
	Sales and Marketing

	Reports to:
	VP Sales and Business Development
	Location:
	Mandaluyong City

	

	Primary Function

	This role will focus on supporting the marketing department in administrative, graphic design, desktop publishing, website maintenance and other promotional areas. 


	Responsibilities

	· Setting up new product items for menu boards and other marketing material.

· Continuous development of new ideas in store layout and product presentation.

· Preparation of presentations.

· Launch packages.

· Promotion coordination.

· Coordinating trade shows.
· And maintenance of product data.

· Maintenance of company website and other online social media groups.

· Coordinating with photographers in developing product shots.

· Assisting VP Sales and Business Development in any tasks or projects at hand.

	Qualifications and Experience

	· Completion of a Bachelor of Business Administration with a Marketing focus desired.

· 2 years work experience in related field preferred.

· Strong entrepreneurial spirit.

· Creative, team-oriented and self-starter with minimum supervision.

· Desire and initiative to take on challenges and deliver results. 

· Ability to organize and prioritize a demanding workload.

· Excellent interpersonal skills.

· Must be able to demonstrate excellent written and verbal communication skills.
· Strong skills in Adobe Photoshop, Illustrator, Corel Draw and MS Office applications


