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Sales and Marketing Coordinator

Living Classrooms of the National Capital Region

Job Description

The Living Classrooms of the National Capital Region (LC-NCR) is a nonprofit organization, operated for the benefit of the community at large, providing hands-on experiential education, staff development and job training, with a special emphasis on at-risk youth and groups from diverse backgrounds.  Utilizing maritime settings and a low staff to student ratio, the Foundation provides experience-based educational programs emphasizing the applied learning of math, science, language arts, history, economics, and ecology.  Key objectives of all Living Classrooms Foundation programs are experiential learning, career development, cooperative learning, community service, elevating self-esteem and fostering multicultural exchange.

The Sales and Marketing Coordinator works under the direction of the Director of Operations and coordinates efforts with LC-NCR’s Education Staff.  High energy, dedication, enthusiasm, flexibility, organization and an ability to create a vision for the future are required to lead these programs.  The Foundation's history and future focus on hands-on experiential education programs that motivate student "learning by doing".  The primary responsibility of the Sales and Marketing Coordinator is to market, schedule, and promote the educational activities of LC-NCR.  In addition, there are other tasks that are important for upholding the integrity of the education department in meeting its objectives.  LC-NCR has the goal of offering hands-on experience based education programs that are of the highest quality and excellence.

Responsibilities include, but are not limited to:
· Schedule shipboard programs, school-based programs, site-based programs, family programs and birthday parties.

· Aggressively market LC-NCR programs, and explore new outlets and methods for this marketing. 
· Meet scheduling/booking goals as defined by Director of Operations.
· Encourage and demonstrate the type of professional and courteous work environment that is expected.

· Investigate new program opportunities for LC-NCR.
· To work cohesively as a team with the Executive Director, Director of Operations, Chief of Staff, educational staff of LC-NCR, and most importantly all of our clients.

· Coordinate with Director of Operations and other Directors to ensure that all grant required programs have been scheduled.

· Responsible to keep all promotional and sales documents up to date and accurate.
· Coordinate with the Chief of Staff & all staff to keep the website images and data up to date and accurate.
· Ensure that all necessary information has been inputted into tracking database systems.
· Work with Program Directors to develop methods for establishing a strong, continual client base.

· Attend regular Director’s Meetings, as well as necessary staff meetings.

· Report to Director of Operations, Mattison Boyer
· Maintain professionalism at all times as an important representative of the LC-NCR & Living Classrooms Foundation.

· Such other duties as are necessary for the operation of the programs or the Foundation or as assigned by the Director of Educational Enrichment of Living Classrooms of the National Capital Region
