
POSITION DESCRIPTION 
Montana Homeownership Network 

dba NeighborWorks Montana 
 

JOB TITLE: Marketing & Events Specialist    POSITION STATUS: Part-time, 24 hrs/week 
JOB LOCATION: Montana; Remote or Great Falls Office POSITION TERMS: Permanent 
ACCOUNTABLE TO: Communications Manager   FLSA STATUS: Non-Exempt 
REVISION DATE: 06/30/2026      GRADE: 9 

 
MINIMUM QUALIFICATIONS:  
Bachelor’s degree in marketing, communication, or related field or equivalent experience and at least one year of 
relevant work experience. Additional demonstrated knowledge and experience in design, and event planning. Ability 
to communicate effectively, both orally and in writing. Highly collaborative while able to work independently and 
manage time effectively. Set high standards, exhibit a positive attitude, and thrive when working creatively in a small 
team environment. This position requires exemplary attention to detail, accuracy, creativity, and strategic thinking.  

Detailed knowledge of Microsoft Office products and Canva pro as well as basic knowledge of Adobe Creative Cloud. 
Occasional evenings and weekends with minimal travel required. Must be located in Montana with option for 
remote, hybrid, or in-office schedule within Great Falls area.  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Content & Copywriting 

• Write compelling copy for ads, blogs, newsletters, social media, and campaigns often collaborating with 
staff, partners, and clients 

• Manage social media accounts, utilizing a strong understanding of Facebook, Instagram, and LinkedIn 
• Lead coordination and creation of mass email marketing 
• Develop marketing and communications resources for partner network as needed 
• Design graphics and other marketing materials, blending our brand with current trends and industry 

standards 
• Create engaging visual content through basic photography and short-form videography projects 

 
Event Planning 

• Serve as lead NeighborWorks Montana staff member in Montana Housing Partnership activity  
• Assist staff with coordination of in-person events and online webinars, including calendar invites, RSVP 

management, venue booking, etc.  
• Gather post-event metrics as needed for review with Communications Manager 
• Order promotional items and track inventory 

 
Digital Marketing 

• Provide basic SEO and keyword research for content optimization 
• Manage website edits with the web developer and Communications Manager as needed 
• Analyze and optimize performance metrics for all digital marketing initiatives to improve engagement and 

conversions 
 
Campaigns and Communication 

• Help coordinate organization-wide marketing initiatives, keeping timelines and deliverables on track 
• Work with Communications Manager to build and implement product, service, and event campaigns across 

multiple channels 
 



Research 
• Stay informed on industry trends and insights that help inform our marketing strategies 
• Assist with experimentation and growth in current and potential marketing channels 

 
This job description describes the principal functions of this job and its scope of responsibility but should not be 
considered an all-inclusive listing of work requirements. Individual may perform other duties as assigned.  
 
PHYSICAL REQUIREMENTS: 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  Applicants must be able to exert light physical energy and sit for long 
periods. Tasks may involve extended periods of time at a keyboard or workstation. 
 
This position requires some in-state and out-of-state travel.  Applicants must have a valid driver’s license and 
insured, dependable vehicle.   
 
This document does not create an employment contract, implied or otherwise.  NeighborWorks Montana retains 
the discretion to add to or change the duties of this position at any time.   
 


