
 
 

Position: Digital Marketing Assistant 
Department: Marketing 
Location: Northampton, MA 
Starting: Beginning of August 
Classification: Part-Time – 20 hours 
 
 
Position Description 
 

Supporting the Digital Marketing Manager, this position is responsible for operational tasks in digital 
marketing including website content updates, copywriting and editing, blog posting, social media, and 
video. Both creative and analytical, you should have some familiarity with online ad campaigns 
(Facebook, Google AdWords, Directory Listings, etc.) and have a passion for travel and learning. Some 
familiarity with Google Docs is preferred.  
 
Responsibilities 
 

 Respond to and triage requests from each site (website updates needed, reports, etc.) 

 Maintain and write copy for blog posts, social campaigns, websites, newsletters and promos 

 Ensure online marketing listings are managed and updated regularly and accurately 

 Maintain and optimize campaigns on online ad platforms (AdWords, Facebook Ads, Online 
Directories, etc.) 

 Participate in social media strategy (messaging, calendar)  

 Audit sites regularly to ensure content is accurate and brand guidelines are met 

 Basic editing of user-submitted photos and videos and other content 

 Documentation of standard operation procedures 

 Other duties, as assigned 
 

Minimum Qualifications 
 

 Bachelor’s degree a plus 

 Excellent organizational, prioritization, and communication skills 

 Experience with digital marketing practices and terminology 

 Familiarity with social media platforms and engagement best practices 

 Experience with CMS and blogging tools such as Wordpress, Tumblr 

 Familiarity with or willingness to achieve basic familiarity with HTML, Javascript, CSS 

 International experience a plus – travel, work, or study abroad 

 Friendly, positive, and patient demeanor 

 Excellent work ethic and self-discipline; a self-starter 

Physical Requirements 

 Normal, corrective vision range; ability to see color and to distinguish letters, numbers and 
symbols. 

 Frequently required to sit, stand, walk, talk, hear, bend and reach. 

 Ability to reach with hands and arms. 

 Occasionally lift and/or move up to 25 pounds. 



 
 

Application and selection process 
 
Interested and eligible applicants should send in a resume and a cover letter indicating their relevant skills, experience 
and motivation for applying for this job. In addition, two references should be submitted. Resumes, cover letters and 
references should be emailed to jobs@cisabroad.com. Qualified candidates will be contacted for interview. No phone 
calls please. CISabroad is an equal opportunity employer. 
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