
 

MARKETING COORDINATOR 
 

Are you degree qualified in marketing, advertising, or communications? 
 

 
Bowra & O'Dea Pty Ltd is WA’s premier family owned and operated funeral directors; its 
divisions include Bowra & O’Dea, Leanne O’Dea Funeral Directors (the female funeral 
division) and Pre-Paid Funerals.  The O’Dea family and their staff have been committed to 
providing outstanding service to their clients since 1888. 
 
The Company is looking for a full-time Marketing Coordinator who has been employed for a 
minimum of one year in a similar role, or an advertising/marketing role.  Bowra & O’Dea is a 
progressive company which is seeking a Coordinator who is proficient with industry standard 
applications including Word Press and Adobe Creative Suite to an intermediate level, and 
also able to provide administrative support.  The location for this role is in Stirling Street, 
Perth. 
 
If you are one who is committed to providing a high level of customer service and present 
well as a representative of the Company you are encouraged to consider applying by viewing 
the full details of the position (Duty Statement and Selection Criteria) below. 
 
Please note that applicants must have the right to live and work in Australia, have a good 
driving records and a valid West Australian Driver’s Licence, which is not of provisional 
status. 
 
HOW TO APPLY 
Provide a covering letter stating why you believe you are suitable for the position, Curriculum 
Vitae inclusive of dates (month and year) and level of workload in your employment history, a 
demonstrable response to each item of the Selection Criteria, and email your application to 
ceo@bowraodea.com.au. 
 

Applications close Wednesday 24.7.19 

mailto:ceo@bowraodea.com.au
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DUTY STATEMENT 
 

MARKETING COORDINATOR 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

KEY RESPONSIBILITIES 
The Marketing Coordinator is directly responsible to the Chief Executive Officer (CEO) and is 
required to effectively and efficiently assist with the development of new and ongoing digital 
marketing initiatives aligned with Company goals. The role includes a wide range of 
marketing functions including digital marketing, websites, social media and general 
administration.  
 
The Marketing Coordinator must be an organised multitasker, able to handle many diverse 
projects at once and meet tight deadlines, and is required to liaise effectively/collaboratively 
with the CEO and Development Manager – Funeral Services to ensure the smooth running 
of the Company’s marketing requirements. 

POSITION RESPONSIBILITIES 
Duties in relation to the position include, but are not limited to, the following — 

1. Websites/Social Media 

(a) Manage and maintain all social media channels including respond and manage 
feedback/responses. 

(b) Maintain and update the Company’s websites using WordPress. 

(c) Create and/or source content for all Company social media channels, website 
and print marketing including writing copy. 

Our Mission 
 
To provide quality funeral service and facilities with respect, care and 
understanding for the families we serve. 
 

Our Values 
 

 To provide customer service excellence, through continuous staff training 
and development. 

 To be professional and ethical at all times. 

 To treat the deceased with compassion, respect and care. 

 To provide a safe and caring workplace where people can achieve with 
pride. 

 
Our Goal 

 
To be the leader in Funeral Services 
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2. Project Work/Marketing 

(a) Support the CEO in coordinating various digital marketing projects by assembling 
data, gathering required materials, liaising with appropriate stakeholders. 

(b) Identify appropriate local sponsorship opportunities, in conjunction with Branch 
Managers and the CEO. 

(c) Conduct research on market trends, competitive landscape, and prepare reports 
by collecting, analysing, and summarising data. 

3. Administration/Support 

(a) Provide general administrative assistance to the Executive Chairman, CEO and 
Development Manager – Funeral Services, as required. 

i. Support the Development Manager – Funeral Services, working 
collaboratively on a range of training and operational projects. 

(b) Coordinate requirements through establishing contacts, creating mailing lists and 
presentations, assembling materials/items for any community talks, events, 
expos, etc. 

(c) Manage the online and hardcopy client surveys (client complaints/appreciation, 
prepare and manage responses). 

(d) Gather, record and report on funeral industry statistics, market trends, 
competitive landscape, and prepare reports by collecting, analysing, and 
summarising data. 

(e) Prepare Agendas and take/prepare Minutes of Meetings. 

i. Follow through on action items from department meetings to ensure they 
are addressed by responsible parties. 

ii. Ensure action items are included on the following Agendas until resolved. 

(f) Observe ongoing prudent financial management of expenditure and approved 
budgets pertinent to digital advertising. 

(g) Maintain an inventory of support materials, ensuring all resources are current and 
accurate, and coordinate the creation of new materials as needed. 

(h) Liaise with external agencies, newspapers, media and community groups. 

4. Professional Development 

(a) Remain up-to-date with trends and technology; proactively embrace continuous 
learning. 

5. Work Standards 

Work collaboratively and respectfully with all staff and continually strive to fulfil the 
following standards and work ethics. 

(a) Punctual. 

(b) Display an excellent standard of personal presentation. 

(c) Project a warm, welcoming and helpful approach when dealing with all clients 
and enquiries, using initiative and willingness to appropriately assist. 

(d) Careful, accurate and thorough approach to documentation (electronic and/or 
hard copy).  Prepare and present all material in a professional format, with 
particular attention to detail including compliance with legislative requirements. 

(e) A high standard of organisational skills, with the ability to coordinate numerous 
tasks at the same time and to work under pressure. 

(f) Deal calmly and effectively with emotionally difficult situations. 
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(g) Maintain a good standard of computer skills. 

(h) Be receptive to instruction, willing and flexible to adapt to changed situations at 
short notice, and adhere to protocols and standards. 

(i) Maintain a current WA Driver’s Licence and sound driving record. 

STAFF EXPECTATIONS 

1. Maintain a commercial awareness appropriate to the industry and promote the 
Company at every opportunity.  Develop and maintain a high profile for the Company 
within the community. 

2. Excellent client service; being flexible, identifying a family’s funeral needs and/or 
client’s media needs, including appropriate sensitivity and helpfulness, demonstrating 
discretion, tact and diplomacy. 

(a) Ensure that the exemplary level of customer service is also provided at every 
opportunity. 

3. Be reliable, accept responsibility and be good natured with a cooperative approach to 
working with other staff throughout both the Company to achieve the objectives of the 
position. 

4. Be willing to acknowledge and accommodate the practices of all religions and cultures. 

5. Display a high level of personal integrity — demonstrate trust, confidentiality and 
honesty. 

6. Actively support and abide by the “Non-Negotiables” developed by staff in 2014. 

7. Accept and work in accordance with the Company’s policies and procedures, current 
and future.  Health and safety is the responsibility of all.  (Also refer to the Workplace 
Health & Safety Manual). 

8. Attend and actively participate in meetings, and training and development, as required. 

9. Strive to implement productivity, quality and service improvements on a continual 
basis. 

10. Operate effectively as a ‘team player’ at all times and fully support the management 
and staff internally and between Branches/Departments. 

 
 

Bowra & O’Dea recognises that Duty Statements are dynamic 
documents and, as such, are reviewed annually or as required. 

 
 

 
17.7.19 
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SELECTION CRITERIA 
 

MARKETING COORDINATOR 
 

ESSENTIAL CRITERIA 

1. Bachelor degree in marketing, advertising, or communications. 

2. A minimum of one year’s experience employed in a similar marketing coordinator role, 
or advertising/marketing role. 

3. Proficient with industry standard applications including Word Press and Adobe Creative 
Suite (InDesign) to an intermediate level. 

4. Current working knowledge of traditional and digital marketing, content marketing, and 
social media marketing. 

5. Sound knowledge and understanding of the social media landscape with the ability to 
write appropriately for various audiences. 

6. Demonstrated organisational and time management skills, including the ability to plan 
and evaluate activities, set priorities, work in a team and perform well under pressure. 

7. Strong interpersonal and communication skills and the ability to work effectively with a 
wide range of stakeholders. 

8. Demonstrated computer literacy skills and proficiency in using Microsoft Office Suite. 

9. Demonstrated commitment to providing excellent service. 

10. Excellent understanding of the English language including grammar, punctuation and 
spelling. 

11. Compliant with legislative requirements. 

12. A sound driving record and current Drivers’ Licence to drive in Western Australia, which 
is not of provisional status. 

13. An ability to work both unsupervised and as part of a team. 

14. An ability to effectively promote the Company’s products. 

15. Flexibility, adaptability and the willingness to do whatever is required within Company 
guidelines in order to meet requirements. 

16. Punctuality. 

17. Excellent personal presentation. 

18. Willingness to acknowledge and accommodate the practices of various religions and 
cultures. 

DESIRABLE CRITERIA 

1. A commercial awareness appropriate to the industry. 

 

17.7.19 

 


