
 
 

Marketing & Programs Coordinator 

As the Marketing & Programs Coordinator, you bring a passion and enthusiasm to everything 
you do and are excited by the prospect of taking an “unknown commodity” into the big leagues.  
Your “can-do” attitude, combined with superior organizational skills and ability to keep on top of 
the details will be key assets to this role.  

The Marketing & Programs Coordinator plays a key role, working alongside the Managerial 
teams, in delivering on the brand’s mission, driving engagement with current and existing 
members and ensuring our program initiatives run smoothly.  

At The Roundtable, we’re on a mission to inspire leaders to want to be great.  We take a 
community-based approach to leadership development and offer three core programs. Our main 
focus is on our group program and we are carving out a niche as being experts in the area of 
group coaching as a way to develop leaders. This is where we need your help and expertise!  

Key Responsibilities: 

Marketing 

• Engaging with existing members (Roundtable alumni) to encourage participation in our 
core programs 

• Managing our social networking communities on LinkedIn and Facebook; generating 
discussions, posting program and event information plus overseeing all other social 
channels 

• Sourcing material for social campaigns and working with our creative director to develop 
content 

• Actively seeking profile building opportunities for The Roundtable including speaking 
engagements, publications, newspaper coverage, podcasts, awards. 

• Maintaining and up-to-date client database and ensuring the company website is current 
and up-to-date 

• Overseeing project partners (administrative support, graphic design, program design, 
suppliers) 

• Special projects, as required 

Program Management & Support 

• Creating service agreements and managing client projects 
• Overseeing project implementation including ordering materials, confirming venues, 

communicating with program participants and sponsors 
• Invoicing and accounts receivable on client projects 

General Administration 

• Scheduling and booking meetings 
• Office liaison for property management firm 



 
 

• Support around events and programs as required 
• General database maintenance and management 

We are a Results Only Work Environment where we trust our team members to get their jobs 
done where and how they need to. You will have the autonomy to develop and drive the content 
strategy as outlined above but you will not have to do it alone. You will have access to support 
and insights from our team. 

Skills: 

• Highly organized, detail oriented and deadline focused individual 
• Able to manage multiple priorities and respond to shifting needs 
• Exceptional verbal and written communications 
• Outgoing and comfortable doing client and media outreach 
• Able to comfortably and effectively interact with senior leaders 
• Social media savvy 
• Able to work independently as part of a small team and from home 
• Proficient with MS Office and highly comfortable working with new systems 
• Knowledge of HTML coding is an asset 

Experience comes in many forms, many skills are transferable, and the right attitude goes a 
long way at our organization. If you love leadership coaching and your experience is close to 
matching the above then we would love to hear from you! 

Your personal and professional development is important to us. Our company and reputation 
are built on our people. We know that our overall success is a combined effort, and we therefore 
strive to provide opportunities for our employees to learn, grow and thrive. We are leadership 
coaches after all! 

About The Roundtable: 

We’re on a mission to inspire leaders to want to be great.  We take a community-based 
approach to leadership development and offer three core programs:  a group coaching program 
called The Roundtable for Leaders, a group mentoring program called the Roundtable Catalyst, 
and a team coaching program.  Our main focus is on our group program and we are carving out 
a niche as being experts in the area of group coaching as a way to develop leaders. 

What sets us apart is our focus on delivering concrete results for our clients.  Our company 
operates by a set of simple core values: 

• Dream Big… consider the impossible, possible. 
• Get Shit Done… provide solutions that go the extra mile and make our clients raving 

fans.  Measure, evaluate and improve.  Get the job done, on time and on budget. 
• Make an Impact… give back to the community through time, donation and innovation.  

Look for ways to make a lasting impact. 



 
 

• Have Fun… Enjoy the journey.  Never stop learning and growing. We do serious work 
but we don’t have to take it too seriously. 

To apply, please send your cover letter and resume to with 
“Marketing & Programs Coordinator” in the subject line.  

 


