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Job Title: Digital Marketing Coordinator Travel Required: No 

Department/Location: Communications Position Type: Full Time Employee 
Non Exempt 

Job Description 

Job Purpose:  Reach and engage online donors through the day-to-day management of CSMF digital assets 
including the giving website, the foundation’s presence on the campus website, crowdfunding, online promotion 
and advertising, email marketing, social media and development of a foundation intranet. Reports to the senior 
director of marketing and communications. 

Duties: 

Web: 

 Establish a coordinated web communications plan and calendar that advances campaign and other 
development strategies. Optimize site architecture. 

 Serve as lead administrator of the foundation’s web presence and content management system, including 
basic HTML programming to enhance functionality. 

 Provide web direction and training, enforce editorial and graphic standards, and advise staff on how to 
best reinforce institutional brand across digital platforms. 

 Produce web-friendly content, including copy and graphics/photography and fact-check, edit and 
proofread digital assets to ensure accuracy and consistent formatting and style.  

 Create a foundation intranet site for internal communication, sharing and news.  

 Manage foundation SEO and Google Analytics to measure and drive our digital success.  

Digital marketing: 

 Investigate and research new digital marketing tools; monitor the industry to keep abreast of the latest 
trends especially as they relate to fundraising, alumni engagement and higher education. 

 Coordinate foundation email marketing efforts to engage targeted audiences, maintain consistent 
messaging and style and communicate appropriately.  

 Explore and develop new digital avenues for marketing our messages to untapped audiences, such as 
online advertising and blogging. 

 Organize and maintain electronic archive of development communication materials and photographs. 

 Collaborate with Colorado School of Mines Public Relations Office and the CSM Alumni Association to 
convey consistent messaging and integrate the online presence through all digital marketing 
communications efforts. 

 Contribute to team efforts by accomplishing related tasks and special projects as requested. 

Social Media:  

 Plan social media campaigns and posts to advance the culture of philanthropy among Mines audiences 
and social media channels. 

 Coordinate with campus and alumni association integrate the presence of the foundation and enhance as 
appropriate.  

Design and photography: 

 Use Adobe Creative Suite to design graphics, e-headers, banner ads, infographics and other materials as 
needed for all channels including interactive digital design.  

 Shoot photos, video and interviews at foundation events. 
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Crowdfunding 

 Serve as primary point of contact and liaison between the university, the foundation and the crowd-
funding platform provider. 

 Build crowdfunding awareness and interest among campus, alumni and donor communities; provide 
support through training presentations, discussions and meetings. 

 Assist in guiding campus partners on achieving fundraising goals through successful campaigns on the 
platform; confer with and advise staff, students and others to provide technical advice, problem solving 
assistance, program goals and policy interpretations. 

 Coordinate crowdfunding operations, logistics, scheduling and communications. Develop clear 
communication channels and processes with crowdfunding project teams, as well as gift processing, 
annual giving, liaison, and stewardship colleagues. Involve other marketing and communications 
constituent groups across campus as needed.  

  Assess and analyze crowdfunding program results, identify needs and opportunities and suggest 
improvements where appropriate; prepare reports on program activities, progress, status or other special 
reports for management on a regular as well as needed basis. 

Skills/Qualifications: 

 Bachelor’s degree in a related field from an accredited college or university. 

 Possess minimum of two (2) to three (3) years related experience in marketing communications; digital 
marketing or social media marketing. 

 Proficiency and creativity with Adobe Creative Suite software and digital design tools.  

 Proficiency in Microsoft Office Suite and ability to navigate through database systems and software. 

 Proficiency in copy writing and editing, and demonstrated knowledge of AP style 

 Knowledge of social networking vehicles and experience managing online content. 

 Skilled in basic HTML programming and content management systems (CMS). 

 Ability to promote effective working relationships to accomplish objectives and build team support. 

 Excellent customer service skills; sets high standards and seeks ways to improve service. 

 Excellent communication skills; proven ability to communicate complex and/or sensitive data. 

 High organizational skills with strong attention to detail. 

 Ability to analyze problems using logic and initiative to reach solutions and make sound decisions. 

 Project management experience:  Plans, design, carries out projects/ tasks meeting objectives and 
deadlines. 

 Embody the CSMF core values: mutual support, integrity, respect, service. 

Qualified candidates should submit a letter, resume and three professional references to CSM Foundation, Human 
Resources, PO Box 4005, Golden, CO  80401 or submit via e-mail to foundationjobs@mines.edu.  

Colorado School of Mines Foundation, Inc. is committed to operating fair and unbiased recruitment procedures allowing all applicants an equal 
opportunity for employment, free from discrimination on the basis of religion, race, sex, age, sexual orientation, disability, color, ethnic or 
national origin or any other classification as may be protected by applicable law. We aim to recruit the right people for the jobs we have to 
offer, and to assess applications on the basis of relevant skills, education and experience. 

 


