
                  

                Position Description 

 

Job Details 
Job Title:  Marketing Manager  
FLSA:   Non-exempt 
Position Type:  Full time  
Reports To:  Director of Marketing  
Location:  Denver, CO 
Date Modified: May 29, 2019  

 

Position Description 
The American Indian College Fund (College Fund) strives to positively impact the lives of American Indians by 
supporting their higher education and career objectives.  College Fund team members believe education is the 
answer and collectively we raise funds, provide scholarships, and holistically support students in achieving their 
goals.  Programming, research, and enhancing the capacities of tribal colleges and universities are also integral 
elements of our mission. 
 
This position will help achieve the goals of the Office of Resource Development.  Professional 
writing/communication skills, the ability and desire to take initiative, and expert knowledge and proven results 
in effective fundraising and engagement through written words are essential to the success of this position and 
the entire organization.   
 
The work environment is both dynamic and fast-paced; and the organizational culture is one that focuses on 
accountability, teamwork, and a strong passion for our mission.  This position will have the opportunity to work 
with individuals across the organization, along with other business partners and donors of the College Fund.   
 
Essential Job Functions  

1. Technical writing/copywriting/editing in support of all general population marketing/ collateral, 
including direct response, telemarketing, digital marketing, social media, event marketing, planned 
giving, cases for support, Resource Development web content and newsletters.   

2. Works with direct response agency and Director of Marketing in managing day to day implementation 
of direct response program, including tracking revenue and expenses.   

 
Job Requirements  
Competencies:   

 Excellent writing skills, with the ability to condense complex thoughts into concise, compelling, 
engaging messaging.   

 Knowledge and expertise in direct response strategy and implementation.   

 Experience reviewing and editing direct response copy.   

 Knowledge of donor/customer relationship management database software.   

 Experience in budget preparation assistance, budget management and budget tracking.   

 Accuracy and attention to detail a must.   

 Must be able to work independently, managing multiple priorities and deadlines.   



 Strong project management skills, with high comfort working with consultants and agency partners.   

 Ability to work well within a diverse team and across departments 

 Flexibility to adapt to a fast-paced and dynamic work environment 

 Excellent verbal and written communication skills via all channels  

 Personal characteristics sought include initiative, discretion, mature judgment, positive behavior and 
performance 

 Knowledge of or interest in learning about American Indian higher education.   
 
Required Education/Experience:  

 Bachelor’s degree  

 5-7 years of relevant experience with above qualifications  

 3 years of solid technical/copywriting experience  
 
Preferred:   

 Experience in direct mail strategy and oversight  

 Experience in budgeting/budget management  
 
Work Environment and Physical Activities: 
Professional office setting, occasional travel, frequent key boarding, and lifting up to 35 pounds.   
 
Note: The intent is not to provide an exhaustive list of all duties, responsibilities, or qualifications associated 
with this position.  Incumbent may perform other duties as assigned. 

 

To Apply:  

Send your cover letter and resume to applications@collegefund.org. Please put your name and the job title in 

the subject line.   

 
The American Indian College Fund is an Equal Opportunity Employer 
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