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      Chelsea District Library 
Position Description 

 
Position Title: Head of Marketing  
Reports To: Director 
Hours:                    40 hours per week, may include evenings and weekends  
Classification: Full-time, salaried, exempt 
Salary Range: $37,843 - $50,048 
 
 
Purpose and Scope: 
Under the supervision of the library director, the Head of Marketing develops, establishes, and maintains marketing 
strategies to meet library objectives. This includes effective management of the marketing, branding, and promotional 
activities of the library.  
 
Specific Duties: 
1. Manage and coordinate all marketing, advertising, and promotional programs and activities. 
2. Work with the management group to develop goals and priorities, recommend policy, clarify procedures, and ensure 

effective communication with all levels of library staff.  
3. Train, schedule, and supervise Marketing staff. 
4. Conduct market research to determine market requirements for existing and future programs and activities. 
5. Analyze customer research and current market conditions. 
6. Assist with annual budget preparation and ensure assigned line items are managed within budgetary limits.  
7. Plan and produce the library’s newsletters. 
8. Develop and implement marketing plans and projects for new and existing programs. 
9. Monitor, review, and report on all marketing activity and results. 
10. Plan the marketing, promotion, and branding of the library’s website. 
11. Participate in community outreach to engage, build, and nurture community members, organizations, and 

partnerships. 
12. Attend board and community meetings, as needed. 
13. Participate in continuing education opportunities. 
14. Attend and participate in staff meetings and work groups. 
15. Other duties as assigned. 

 
 
 Qualifications Required: 
1. Bachelor’s degree in marketing, graphic design, or a related field. 
2. Project management experience. 
3. Proficiency in office computer applications in a Mac environment. 
4. Proficiency in Adobe Cloud Suite, particularly in InDesign, Photoshop, and Illustrator. 
5. 1-2 years’ experience in a marketing role. 
6. Excellent business writing and grammar skills, as well as strong editing and proofreading skills. 
7. Enthusiastic, positive public service orientation. 
8. Strong interpersonal communication skills and a demonstrated ability to work with colleagues, library users, and 

vendors in a professional and courteous manner. 
9. Ability to handle confidential and sensitive information in an appropriate and secure manner. 
10. Ability to organize and perform work under minimal supervision.  
 
 
Qualifications Preferred: 
1. Graphic design experience. 
2. Knowledge of email marketing and experience using email marketing service provider(s). 
3. Understanding of social media platforms and their role in library marketing. 
4. Library experience at any level; willingness to explore and adopt new technologies.       


