Bala Consulting Engineers
Marketing Coordinator – King of Prussia, PA
Bala is a growing engineering firm in business for almost 40 years and needs an energetic and passionate
person to join our Marketing Team in the King of Prussia Office! Marketing team members wear many
hats at Bala such as proposal producers, contact database gurus, Bala brand champions, internal
communicators, project marketers, and content creators. If you are a goal‐oriented team player with
the ability to multi‐task, pay close attention to detail, write with creativity, enjoy working with people
and building relationships, we should meet and talk more about working together!

Responsibilities include, but aren’t limited to:








Assist office with the production of proposals, reports, qualification packages, client
presentations in accordance with corporate image and standard guidelines.
Assist in the preparation of proposal materials, including writing, editing, verifying, and
formatting proposal information, ensuring that proposal material is accurate, timely and well
written.
Maintains promotional materials by keeping content up to date, sourcing information on new
promotional pieces, and creating new materials.
On‐going maintenance of CRM database.
Assists marketing team in the creation of new campaigns and internal events.
Assists with communications, blog posts, PR initiatives, and social media.

The ideal candidate will possess:











Bachelor’s degree in marketing, or communications.
2‐5 years’ experience in proposal development, marketing communications/content creation.
Excellent writing, communication, and presentation skills.
Proficiency in the full Microsoft Office Suite.
Experience with Adobe InDesign, Illustrator, and Photoshop.
Proficient grammatical editing and formatting skills.
Ability to work well within a marketing team spanning multiple offices.
Great attention to detail.
Knowledge of content marketing and social media marketing.
Familiarity with a customer relationship management system is a plus.

Bala is a dynamic growth‐oriented company, built on relationships with our clients, staff, and industry
partners. At Bala you will enjoy an exceptional employee experience that results in a successful career
based on collaboration, leadership and personal development. We offer competitive salary, great
benefits, and a fun energetic workplace. Send your cover letter and resume to jobs@bala.com or apply
online.

