
 
Position Description 

 

 

  

 
 

Job title Marketing Specialist 

Reports to Director of Marketing/Business Development 

 
Job purpose 
 
Frantz Ward LLP, a 60-attorney Cleveland, Ohio law firm, seeks a Marketing Specialist who will 
work with Management, Attorneys, and Staff and will be responsible for coordinating, launching, 
and driving marketing projects along the critical path to completion. Send cover letter and resume 
to careers@frantzward.com. The Marketing Specialist’s responsibilities, which may be altered or 
added to from time to time are described in more detail below: 
 
Duties and responsibilities 
 

 Coordinates and assists with the marketing activities for the firm and practice groups 
which may include advertising, direct mailing, printing, client events, and sponsorships. 

 Supports sales presentations by assembling quotations, proposals, videos, slide shows, 
demonstration and service capability booklets; compiling account and competitor 
analyses. 

 Proficient in graphic design software (Adobe Creative Suite products i.e.; Illustrator, 
Photoshop etc.) to update and maintain print marketing materials, firm communication 
pieces and templates as needed including monthly newsletters, articles, program 
brochures, internal marketing pieces, promotions and presentations. 

 Manages the Email distribution software (currently Constant Contact) & direct mail 
campaigns – creating, tracking and analyzing results. 

 Assist in managing and maintaining the Frantz Ward website and social media profiles 
(Facebook, Twitter and LinkedIn), ensuring that our messages and image are timely and 
professional. 

 Leads event planning and management for all firm events. 

 Responsible for continuous updating of the firm’s Customer Relationship Management 
(CRM) spreadsheet and extracting information as needed. 

 Assist with company research and business development. 

 Copywriting and proofing collateral. 

 Assisting the Director of Marketing/Business Development and supporting the marketing 
team with marketing activities. 

 Works with Facilities Manager to maintain inventory of promotional items and 
stationery. 

 Updates job knowledge by participating in educational opportunities. 

 Performs other duties as assigned. 
 

Qualifications 
 

 Creative thinker, excellent listener, decision maker, problem solver, takes initiative, 
demonstrates personal integrity and strong work ethic. 

 Possess personal qualities of integrity, credibility, and commitment to the firm mission. 
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 Flexible and able to multitask; can work within an ambiguous, fast-moving environment, 
while also driving toward clarity and solutions through demonstrated resourcefulness. 

 Excellent communicator on phone, email and in-person. 

 Excellent customer service focus and interpersonal skills. 

 Ability to multi-task, with excellent project management skills. 

 Strong copywriting skills and the ability to communicate complex ideas. 

 Computer proficient with Microsoft Office, Adobe InDesign and Adobe PhotoShop.  

 Outgoing, positive, upbeat and friendly personality essential. 

 Must be highly organized with meticulous attention to detail. 

 5-10% travel, minimal travel required for training or other scheduled events. 
 
Experience/Education 
 

 Qualifications include a Bachelor’s degree in Marketing, Communications, or Public 
Relations. 

 Three to five (3-5) years’ experience in a marketing function. 

 A good understanding of the legal profession. 
 
Equal Employment Opportunity is a fundamental principle at Frantz Ward. In keeping with this principle, 
Frantz Ward does not discriminate in employment decisions on the basis of race, color, religion, gender, 
age, national origin, citizenship, disability, sexual orientation, veteran status, or any other protected 
characteristic under applicable federal, state or local law. 
 
Frantz Ward LLP believes we provide a stronger and better place to work, think, and grow when we draw 
from the views of a diverse team. We strive to recruit, employ, and support individuals who contribute to 
our diversity. We recognize that achieving a truly diverse working environment is an on-going process, 
and we continue to foster diversity to ensure that everyone at Frantz Ward has a meaningful professional 
experience. 

 


