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Enriching New Mexico communities with functional sustainable designs

Job Title: Marketing and Proposal Coordinator
Company Overview: Founded in 1984, Studio Southwest Architects is a staple in New Mexico's sustainable building ecosystem and contributed to award-winning projects including educational facilities, historic restoration, and public and private LEED-certified buildings (check out our portfolio). Our team of ~35 members work collaboratively on projects from inception to completion, contributing to a sense of ownership and expertise in their respective domains. We actively promote cross-disciplinary exposure to various project types, fostering a diverse skill set and a holistic understanding of the architectural process.
Day in the Life: As a Marketing and Proposal Coordinator at Studio SW, you will be an active and valuable member of the team. You will be able to exercise autonomy and experience a trust that you will make the right decisions in your role. The ideal applicant will possess critical thinking skills, the ability to multi-task, and handle a fast paced work flow...all while maintaining an eye for detail. We understand the importance of work-life balance and offer a hybrid work schedule to help with that flexibility. Professional development is encouraged and supported. 

Responsibilities:
· Managing the proposal process from start to finish and ensuring deadlines are met (scheduling team meetings, outlining submission criteria and needs, document layout, graphics, preparation, printing, and submission/delivery).
· Assist the Marketing Director is creating and implementing marketing strategies and campaigns
· Create and maintain collateral materials, including brochures, newsletters, and promotional materials
· Assist the Marketing Director in website updates and maintenance 
· Maintain marketing databases, calendars, and coordinating meetings 
· Manage award submissions
· Creating and posting blogs 
· Own and manage digital marketing platforms, creating yearly calendars and strategy plans, content, and track engagement
· Create digital and print advertising for sponsorship and event needs
· Event planning for internal celebrations and external community outreach
· Maintaining marketing supplies and ensuring purchasing needs
· Business Development/Community Presence
· Other Office Duties as Requested




Qualifications and Preferred Skills:
· High school graduate; bachelor's degree in marketing, communications, design or related field
· 1-2 years experience in a marketing or communications role
· Strong organizational skills with the ability to manage multiple projects simultaneously
· Excellent written and verbal communication skills
· Proficiency in Microsoft Office Suite and Adobe programs (e.g., PowerPoint, InDesign, Illustrator, Photoshop, etc.)
· Proficiency in Wordpress
· Knowledge of digital marketing techniques and best practices
· Creative mindset with strong attention to detail
· Ability to work independently and as part of a team
· Experience in the construction industry is highly desirable
· Experience with graphic design is a plus

Why Work for Studio Southwest Architects:
· We offer a competitive salary and health/wellness and retirement benefits
· We foster a company culture where individuals feel valued, respected, and have unlimited growth potential
· Our company values focus on respect, sustainability, design excellence, growth mindset, and teamwork
· We offer a hybrid work environment
· We have an office dog!
Send your resume to: mail@studioswarch.com
Studio SW is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees. We welcome and encourage applications from individuals of all backgrounds and experiences, and we do not discriminate based on race, color, religion, sex, gender identity, national origin, age, disability, or any other legally protected status. We believe that a diverse and inclusive workforce is essential for innovation and the success of our organization. 
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