
 
 

 
 
 

Content Marketing Producer 
 
PROGRESSION OF SUPERVISORS:  Director of  Marketing & Sales Administration, CEO 
 
JOB SUMMARY:   Produce a wide variety of  media that effectively engages, broadens and drives 
sales from our target audience, including but not limited to website content, social media, videos, 
digital newsletters, press releases, photographs and catalogs. Ensure that all content produced is 
“on-brand” in terms of  style, quality, and tone. Continuously analyze the effectiveness of  all media 
produced and creatively adjust all productions as needed to maintain effectiveness.  
 
ESSENTIAL FUNCTIONS: 

1. Effectively engage our target audience by producing regular social media campaigns, e-
newsletters, digital content and by responding to day to day requests.  

2. Collaborate with the designers to ensure that all content produced is “on-brand” in terms of  
style, quality, and tone. 

3. Manage the company website by keeping content up to date and making changes as needed.  
4. Build and manage a production calendar that effectively delivers year ‘round content aligned 

with the company’s objectives and business goals. 
5. Coordinate photography sessions utilizing professional photographer(s). Efficiently organize 

and manage the photo library in a manner that allows users to easily locate images of  
products, employees, etc. as needed.  

6. Coordinate and complete activities involving patents and trademarks for new products. This 
includes playing a key role in the creative process of  naming new products and creating and 
proofing the content for a wide variety of  printed media.  

7. Analyze current marketing techniques and specifically study our competitor’s media content 
for style and quality. Utilize this data to consistently produce effective media that keeps Four 
Star at the forefront of  our industry.  Contribute creatively to internal employee 
communications using PowerPoint and/or Adobe products to engage, inform and inspire.  

8. Analyze and report on site and social traffic and establish key performance indicators for all 
media produced. Implement tracking systems to analyze these KPIs to create reports that 
clearly measure our return on investment. Use this data to determine the type and style of  
future media that is produced and to creatively adjust all media productions as needed to 
maintain or improve effectiveness. 

 
ESSENTIAL SKILLS: 

1. Demonstrate more than a basic knowledge of  computers, office equipment and applications 
including Word, PowerPoint, Outlook, & Excel. Demonstrate the ability to quickly learn and 
adapt to new computer systems, company specific computer programs and other new 
technology. 

2. Effectively use the current CRM and content management software tools used by Four Star. 
3. Communicate effectively with all employees, customers, vendors and contractors. 
4. Demonstrate the ability to quickly learn and adapt to new computer systems, company 

specific programs and other technologies. 
 
 



 
 

 
 
 

5. Develop systems that reduce or eliminate recurring problems. Adapt systems to 
accommodate changes in operations.  

 
ESSENTIAL WORK HABITS: 

1. Demonstrate the ability to maintain a positive and cooperative attitude with all fellow 
employees, vendors and contractors.  Promote positive morale by working effectively as a 
team member in all situations. Build effective relationships with other project stake holders 
to function as a team to accomplish established objectives. 

2. Adjust schedule as needed IE- willing to work more or less hours depending on the needs of  
the department. Identify and report challenges with your workload if  you anticipate a 
challenge meeting an established deadline. Suggest solutions to streamline workload and/or 
get projects back on track.  

3. Report to work as scheduled, maintaining a level of  absences that results in minimal 
departmental disruption and minimal unfair burden on other employees. 

4. Communicate all relevant job-related information as needed.  Report problems or challenges 
without delay. 

 
QUALIFICATIONS: 

1. Bachelor’s degree in marketing, communications or related field or comparable on the job 
experience. 

2. Prior experience with analytical tools such as Google Analytics and Adobe Suite preferred. 
3. Prior experience with Salesforce preferred. 
4. Prior experience with content management system software preferred. 

 
PHYSICAL ASPECTS: 

1. Lifting minimum of  30 lbs.  
2. 75% percent of  time sitting at a desk utilizing a computer and telephone. 
3. 25% of  time spent on feet coordinating projects in the greenhouse, gardens or warehouse. 

 


