
 

 
 

SHANGHAI AMERICAN SCHOOL 
JOB DESCRIPTION 

 
TITLE: MARKETING COORDINATOR 
CONTRACT DAYS: 210  
 
POSITION SUMMARY: 
This is the ideal position for someone with a marketing background who has strong videographer skills (shooting and 
editing). You’ll be joining the marketing department of one of Asia’s most respected international schools. We have a 
culture that will push you creatively, a respectful work/life balance, and coworkers you’ll enjoy working with. The Marketing 
Coordinator will execute new initiatives for video and livestreaming, and assist our marketing and communications 
department to help create a wide range of marketing efforts.  
 
SUPERVISED, EVALUATED BY & REPORTS TO: 
Director of Marketing & Communications 
 
QUALIFICATIONS: 
➢ Experience in marketing or related field 
➢ A reel of sample work showing creativity in videography, editing, storytelling, and design (could be films, music videos, 
social media content…) 
➢ Strong English skills required, Mandarin fluency advantageous 
➢ Experience in social media marketing advantageous 
➢ A fine-tuned attention to detail 
➢ Strong interpersonal and communication skills and the ability to work effectively with a wide range of constituencies in 
a diverse community 
➢ Demonstrated knowledge of communication principles and marketing techniques 
➢ Ability to plan ahead, meet deadlines and work under pressure 
➢ Sound organizational skills; self-motivated 
➢ Ability to work irregular hours and on weekends, when required 
➢ Ability to handle numerous assignments simultaneously and bring to completion 
 
PERFORMANCE RESPONSIBILITIES:  
➢ Shoot and edit a wide range of videos and photographs ranging from social media posts to showcasing the school 
overall 
➢ Work with various school groups to livestream events   
➢ Brainstorm new and creative online marketing campaigns 
➢ Assist in execution of wide variety of marketing efforts, including events, ads, PR efforts, publications, and social 
media campaigns 
 
SAS BELIEVES: 
➢ That each employee makes a significant contribution to our success, 
➢ That contribution should not be limited to the assigned responsibilities.  
 
Therefore, this position description is designed to outline primary duties; qualifications and job scope, but not limit the 
employee or SAS to only the work identified. It is the expectation of the School, that each employee will offer his/her 
services wherever and whenever necessary to ensure the success of our organization. 


