
 Marketing Coordinator
 

 

Sullivan Hill seeks a Marketing Coordinator to assist in the implementation of the marketing, 
business development and communication initiatives for its San Diego and Las Vegas offices.   

The Marketing Coordinator will be a self-starter, who is flexible, innovative, collaborative, 
forward-thinking and resourceful.  The ability to think strategically and take ownership of 
projects, to develop relationships within the firm, and to pay attention to detail are essential.  
This candidate must have strong organization skills and be able to multi-task and prioritize. 

This role primarily supports the Director of Administration, Marketing/Business Development 
Consultant and the Firm’s attorneys.   

Duties & Responsibilities  

These include, but are not limited to:  

 Participate in writing and editing internal and external publications and marketing 
materials. 

 Update/Maintain/Monitor Firm’s website and social media campaigns (LinkedIn, 
Facebook, Twitter). 

 Conduct online and database research of specific companies, industries and/or targets. 
 Coordinate the production of client mailings, including e-newsletters, alerts, invitations, 

and announcements.  
 Leverage the firm’s CRM database for business development purposes such as tracking 

attendance, reporting, and tracking. 
 Update and maintain marketing materials, including practice profiles, attorney profiles 

and PowerPoint presentations. 
 Assisting with and managing a variety of short- and long-term projects and day-to-day 

requests.  
 Preparing for and assisting with hosting marketing events (often times after hours).  
 Other projects as needed.  

Qualifications & Prior Experience  

 Bachelor’s degree required. 
 At least 2 years’ experience in marketing or business development in a professional 

services firm (e.g., legal, accounting or consulting) or in a comparable position in the 
corporate, trade association, or academic sectors. 

 Strong working knowledge of Microsoft Office suite (Outlook, Word, Excel, and 
PowerPoint) and Adobe Acrobat, and WordPress. 

 Experience with Adobe Creative Suite (InDesign, Illustrator) a plus. 
 High level of proficiency in social media platforms (e.g., LinkedIn, Twitter, Facebook).  
 Excellent written communications and organizational skills.  

If you are interested in this opportunity, please respond to by sending your cover letter, 
resume and salary requirements to careers@sullivanhill.com.  Sullivan Hill is an Equal 
Opportunity Employer. 


