GENII GROUP (genii-group.com) – We are a technology marketing services company. We focus on, and are passionate about the Technology sector.
And we are looking for Marketing Operations Executives.
JOB DESCRIPTION

	Position: Marketing Operations Executive
	Department: NA

	Manager: David Foo
	Revision date: 23 September 2010


The following job description is current as of the revision date above.  The description is dynamic and may be amended from time to time by Management.

GENERAL DESCRIPTION

· Provide assistance & support to senior marketers within Genii Group on various business projects for our clients.  Areas of marketing assistance include:

· Strategy & execution

· Communications

· Operations

· Field research
· Manage day-to-day operations of client projects, such as:

· Compiling project-related reports

· Acting on lists of deliverables from marketing programs
· Follow-up with outstanding items

SPECIFIC RESPONSIBILITIES

· Contribute and assist in clients’ business projects, including tactical planning and execution, market research, and clients’ customer-facing activities
· Manage production & effective distribution of clients’ and company’s marketing deliverables, including press releases, flyers and website.  Involves writing and proofreading copy, and liaising with designers and printers

· Participate in client & internal meetings, and contribute/share ideas, suggestions and experience to improve the outcome of project results

· Liaise and maintain healthy working relationships with a range of stakeholders, e.g. clients, suppliers, partners and associates.
· Support the CEO, and other senior marketing colleagues on various ad-hoc administrative tasks
BENEFITS (HIGHLIGHTS)
· Work on a myriad of marketing projects for admired global tech MNCs

· Gain practical hands-on experience on proven marketing techniques & execution
· Own and manage projects; see approved marketing plans & strategy come to life
· 20 days annual leave

REQUIREMENTS
· Enjoy interacting with other people

· Able to multi-task and manage several projects at the same time

· Performance-oriented, resourceful
· Enthusiastic about technology

· No prior marketing experience required; however such experience is an added advantage

