ADI ANALYTICS LLC

Position Details

Title: Marketing Assistant

Location: Katy, Texas

Industries: Oil and Gas, Energy, and Chemicals
Type: Full-time

We're looking for a motivated Marketing / Administrative Assistant to join our team and play a
key role in developing and executing our marketing strategies. In this role, you'll wear many
hats, assisting with a variety of tasks from content creation to social media management.

Responsibilities:

e Assist in the development and execution of marketing campaigns across various channels
(email, social media, web/wordpress, etc.)

o Create engaging content for marketing materials, including blog posts, social media
captions, and email newsletters.

e Track and analyze marketing campaign performance and report on results.

e Maintain marketing databases and CRM systems.

e Answer phones, greet visitors, manage calendars, manage travel arrangements and
itineraries, order and maintain office supplies.

Special project: Annual conference

o Conduct market research to identify potential sponsors for the conference.

e Develop and maintain a comprehensive lead list for sponsorship opportunities.

e Proactively reach out to potential sponsors via phone calls and emails, effectively
communicating the value proposition of conference sponsorships.

o Follow up on leads, address inquiries, and negotiate sponsorship packages.

e Close sponsorship deals and secure sponsorship agreements.

Qualifications:

o Bachelor's degree in Marketing, Communications or equivalent experience

e Strong written and verbal communication skills

o Excellent organizational and time management skills

e Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint)

o Familiarity with marketing automation tools and social media scheduling platforms
(LinkedIn, Wordpress, Mailchimp, Canva)

e Ability to work independently and as part of a team

e A positive attitude and a willingness to learn



