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MY ROLE 
 

Position Title: Advertising Coordinator 

Worksite: Melbourne 

Department: Marketing 

Role reports to: Campaign Manager 

Direct reports to role:   N/A 

Authorised by: General Manager Marketing 

Date Prepared: October 2018 
 

1. General Position Overview 
Reporting to the Campaign Manager and working within the Marketing department this position is 
for a hands-on and proactive Advertising Coordinator who will be responsible for the successful 
creation and delivery of marketing and advertising campaigns. 

The Advertising Coordinator will be the day-to-day contact with media and creative agencies. They 
will brief agencies on marketing campaigns, review creative concepts and media plans, provide 
recommendations and feedback to the agencies, and ensure advertising and marketing campaigns 
are delivered on schedule and within budget.  

The Advertising Coordinator will perform a variety of specialised and administrative functions 
relating to advertising, creative, media and campaign management. They will maintain and update 
the Company’s marketing campaign schedule and assist will delivering marketing/advertising 
strategies and initiatives. 

The Advertising Coordinator will work on delivering campaigns across multiple channels and 
touchpoints, working closely with agencies to successfully deliver these campaigns. They will be 
responsible for coordinating all advertising, including creative and media, across mainstream and 
digital channels.  

The Advertising Coordinator will work closely with the Campaign Manager and provide support as 
required. They will work with other members of the marketing team to support brand development 
and deliver customer focused activities and initiatives.  

The Advertising Coordinator will assist with campaign photo and film shoots, attend voiceover 
recordings and actively involved in the creation of advertising, including but not limited to, TV, 
press, radio, cinema, outdoor and digital advertising. 

The Advertising Coordinator will ensure advertising and marketing campaigns are in line with 
marketing objectives and targeted to the right customer segments. Together with the Campaign 
Manager they will review the performance of campaigns and implement initiatives and strategies to 
improve brand awareness and engagement, website visitation and bookings, and ROI. 

The Advertising Coordinator will display strong organisation and communication skills, with the 
ability to manage a variety of activities at the same time. They will be proactive, innovative and 
highly motivated. They will have marketing/advertising experience with a proven ability to 
successfully deliver marketing and advertising campaigns. The Advertising Coordinator will need to 
be a quick thinking marketer with strong attention to detail.  
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2. Role Environment 
This role is located in the Melbourne office and reports to the Campaign Manager.  

Internal interactions include: 

 Campaign Manager  

 Other members of the Marketing department 

 Management team 

 Other departments in the Company 

 

External interactions include: 

 Creative, media and digital agencies 

 Other marketing agencies/suppliers  

 Relevant travel/tourism organisations 

 Research consultants 

 Other stakeholders or representatives as required 

 
 

3. Key Responsibilities 
 

 Perform a variety of specialised and administrative functions relating to advertising, creative, 

media and campaign management. 

 Work closely with the Campaign Manager to develop strategies and initiatives to further 

develop the Company’s marketing campaigns and advertising strategy. 

 Participate in the annual planning process to establish objectives, strategies and plans for 

marketing and advertising campaigns. 

 Coordinate integrated marketing campaigns with the aim of acquiring and retaining 

passengers. 

 Coordinate all advertising related activities. 

 Prepare campaign briefs for media and creative agencies. 

 Review creative concepts and media plans, and provide recommendations and feedback to 

the agencies. 

 Coordinate and interact with agencies on creative production and media placement. 

 Ensure campaign creative is aligned to Company branding. 

 Support the Campaign Manager and marketing team in delivering campaigns and initiatives. 

 Successfully deliver advertising campaigns within campaign deadlines and budget. 

 Attend agencies meetings. 

 Implement, measure and evaluate performance of advertising creative and media efforts. 

 Work with research agencies to monitor and optimize campaign performance. 

 Ensure consistency of campaign messaging across all channels. 

 Assist with departmental responsibilities and specific projects as delegated. 
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 Contribute to marketing team meetings and share ideas in team workshops. 

 Compile monthly management/Board reports. 

 

4. Key Accountabilities 
 

 Successfully achieve key responsibilities of the role. 

 Assist in achieving marketing targets and strategic objectives.  

 Successfully achieve set KPIs and targets. 

 Project manage all aspects of creative and media development. 

 Coordinate campaigns from beginning to end ensuring campaign deadlines and target 

objectives are met. 

 Ensure all creative work is in line with the campaign brief, Company’s brand guidelines and 

campaign objectives. 

 Implement A/B testing and Test and Learn initiatives to trial new ideas and improve media 

effectiveness and efficiency. 

 Delivering creative content of the highest quality. 

 Report on advertising performance and ROI, and provide recommendations accordingly. 

 Adhere to brand guidelines. 

 Work closely with the rest of the marketing team on campaigns. 

 Deliver projects, campaigns and initiatives within set timeframes and budgets. 

 Assist the Campaign Manager with responsibilities and projects as delegated. 

 Work effectively and harmoniously as part of the Marketing team. 

 Adhere to Company policies. 

 

5. Qualifications 
Tertiary, TAFE or other qualifications in Business, Marketing and/or Advertising. 

 

6. Experience 
 

 2+ years working as an Advertising Cooridnator or similar role. 

 Broad marketing, advertising and digital experience.  

 Experience coordinating integrated marketing campaigns. 

 Experience working in the travel/tourism industry would be beneficial. 

 Experience working in a competitive industry. 
 

7. Competencies 
 Exceptional written and communication skills. 

 Proven ability to coordinate advertising campaigns across a variety of channels and 
audiences.  

 Ability to liaise with stakeholders at all levels. 

 Strong understanding of marketing and advertising. 
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 Strong project management skills.  

 Excellent time management and planning skills. 

 Exceptional attention to detail and accurate proof reading. 

 Able to work within brand guidelines. 

 Willingness to listen to feedback and use it to further improve and develop. 

 Strong problem solving and decision making skills. 

 Strong analytical and reporting skills. 
 

8 Attributes 
 Innovative and creative. 

 Determination to achieve and succeed. 

 Ability to work efficiently under tight deadlines in a fast paced environment. 

 Highly motivated and results driven. 

 Hard working and committed. 

 Organised and methodical. 

 Display initiative and a can do attitude. 

 Ability to multi-task, prioritise and meet deadlines. 

 Enjoys communicating with a variety of different stakeholders. 

 Highly organised with a flexible and positive approach. 

 Ability to work well in a team environment and autonomously. 

 Professional and responsible. 

 Strong focus on sales and marketing objectives. 

 Strong focus on customer needs and expectations. 

 Desire for continued professional development. 

 A great work ethic, loves to work hard and have fun 

 Take pride in work and display exceptional attention to detail 
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