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	Job title
	Content Editor 

	Reports to
	VP, Marketing

	Date
	2/20/14

	FLSA
	TBD

	Location
	Scottsdale, AZ


Overview
The Senior Content Editor is responsible for managing the editorial process for the development of written materials to support IDT911 marketing, communications (internal/external) and thought leadership goals and objectives.  The role will be responsible for:

· Writing, reviewing and editing content as well as managing work production for internal and freelance copywriters.
· Participate in the development and ongoing implementation and revision of the company’s content marketing strategy in conjunction with other team members, ensuring support of marketing campaigns and activities. 
Duties and Responsibilities

Responsibilities include, but are not limited to, the following:

Content
· Develop and ensure effective implementation of company’s content editorial calendar and ensure alignment with corporate marketing strategy

· Ensure effective distribution of content created to all channels within the company; work with appropriate marketing resources to ensure effective distribution. 

· Develop content that supports company’s overall marketing, communication and thought leadership objectives 

· Ensure content is in alignment with marketing campaigns and delivered in a timely manner to support campaign objectives 

· Guide content writers and freelance staff to ensure timely, quality production of content materials. 

· Provide guidance and support to junior content writers to improve style, skill and quality of workmanship

· Develop annualized content that will be used to support specific marketing and customer engagement campaigns

· Administer and maintain corporate blog, and Knowledge Center

· Manage content production to departmental annual budget and participate in the creation of annual budget in alignment with corporate content objectives. 

Marketing

· Develop and ensure compliance with company brand voice, tone and style across all marketing deliverables

· Maintain the development and maintenance of company’s corporate style guide 

· Collaborate with ThirdCertainty editor to ensure methodical approach to content development in support of overall content marketing strategy

Qualifications

· Bachelor’s degree in English, Communications, Journalism, Marketing or a related field
· 7-10 years’ relevant experience as a communications professional, preferably in a corporate marketing environment with a focus on B2B communications; B2B2C experience a plus
· Working knowledge of content management systems (Drupal, WordPress, Sitecore) as well as social media platforms.  
· Proficient with MS Office (Word, Excel, PowerPoint)

· Ability to apply superior writing, editing and copyediting/proofreading skills

· Excellent interpersonal, oral and written communication skills

· Strong organizational skills and attention to detail

· Ability to multitask, prioritize, and manage a high volume of work to meet deadlines

· Ability to work in a fast-paced environment

· Excellent time management and organizational skills

· Highly collaborative with an ability to work well with executive management 

· Ability to work well independently, as a team member and as a coach/mentor to junior content writers
· Ability to travel up to 10% of the time

Working Environment
This position works in a professional office environment.  It requires the ability to communicate effective in professional English verbally, in writing and through presentations.  Able to sit for long periods of time and focus in an open office setting.
This positions has no direct reports.
Written by: (Brian Eatwood, VP of Marketing)
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