
 

Position Title: Marketing Content Coordinator 

Department: Marketing  

Reports To: Director of Marketing 

Employee Status: Full Time (40 hours/week, Exempt) 

Overview 

Coastal Maine Botanical Gardens, on 270 spectacular shorefront acres in the midcoast town of Boothbay, 

is officially opened to the public in 2007. In 2014 we welcomed more than 100,000 guests and captured 

the attention of tourists and horticulturists nationwide. In April of 2013 TripAdvisor named Coastal 

Maine Botanical Gardens the #1 public garden in the United States. 

We are seeking an enthusiastic, creative and detail-oriented individual to join the marketing team as the 

Marketing Content Coordinator.  

The Marketing Department is charged with protecting the CMBG brand, building awareness of the brand 

and generating traffic through our front gate. 

Major Outcomes 

 Working closely with the Director of Marketing and the third-party web vendors, write and 

produce content on the website that is updated, accurate and reflects the Coastal Maine Botanical 

Gardens brand. 

 Working closely with the Director of Marketing, write and produce content for the e-newsletters 

and brochures that is accurate and reflects the Coastal Maine Botanical Gardens brand. 

 Maintain and grow the Admission Voucher Program to foster positive relationships with local 

inns and merchants, and increase Gardens visitation. 

 Maintain program calendar content on external websites and the CMBG website. 

 Design print collateral and advertising materials as needed including flyers, print ads, postcards 

incorporating USPS standards, CMBG graphic standards, and printer pre-press specifications. 

 

Key Areas of Responsibility 

Public Relations: 

 Manage target media list. 

 Lead the tracking and analytics of coverage and report on industry news. 

 Be a team player with a positive outlook to protect the brand reputation in all aspects of 

communication. 

 Assist the Director of Marketing with the development of PR strategies and plans. 



 Work cross functionally with the Director of Marketing, Director of Philanthropy, Director of 

Education, Director of Horticulture, Director of Facilities and other key staff to assist with key 

messaging and identify media/press opportunities. 

 

Electronic and Print Communications: 

 Maintains and updates the Coastal Maine Botanical Gardens website: gathers, previews, creates, 

and/or edits content for other office communications including Grow! brochures and periodic 

Constant Contact e-newsletters. 

 Coordinates departmental blogs and publishes on the website. 

 Collaborate with social media projects to leverage communications strategies. 

 Design periodic print and advertising materials. 

 

Admission Voucher Program: 

 Assist the Director of Marketing with the management and implementation of the admission 

voucher program. 

 Maintain and update the target list of participating inns and merchants. 

 Prepare and distribute vouchers for participating inns and merchants. 

Qualifications 

 BS/BA in communications-related field; 1+ years of applicable experience. 

 Exceptional written and verbal communication skills with excellent command of the English 

language to include grammar and professional business communications including a working 

knowledge of AP style. 

 Extremely detail-oriented, ability to organize workflow and coordinate activities. 

 Experience working within a team to execute individual tasks to achieve a shared goal. 

 Knowledge of USPS graphic standards. 

 Experience designing for offset printing. 

 Photography skills and photo editing are a plus. 

 Ability to manage multiple priorities and deliver on project deadlines. 

 Proficiency with Microsoft Word, Adobe Creative Suite, web-based social media platforms. 

 Web and blog development experience. 

 Enthusiasm for plants and the natural world and a commitment to helping Coastal Maine 

Botanical Gardens be recognized as one of the best botanical gardens in the world. 

 

Compensation 

Annual salary $33,000 - $37,000, commensurate with experience. Coastal Maine Botanical Gardens 

offers full time employees a competitive benefits package. 

 

To apply, submit your resume and cover letter to Kris Folsom at kfolsom@MaineGardens.org.  Deadline 

for submission is 12/15/14. 
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