
 
 
MARKETING COORDINATOR, PRODUCT OPERATIONS 
 

Scope Corporate FLSA Status Non-Exempt 

Department Product Marketing Position Type Full-Time 

Reports To Marketing Manager, Product Marketing Direct Reports No 

Requisition Date June 2018 Hours Monday-Friday 

 
DecoPac, Inc. is a high growth, high-energy company that designs, markets and distributes the most popular cake 
decorations and bakery supplies in the bakery industry. Located in Anoka, MN we sell and distribute our products to all 
supermarkets, retail bakeries, and ice cream stores throughout North America.  
 
Summary: 
This position will assist the Product Marketing department in all day-to-day responsibilities to support DecoPac’s go-to 
market strategies.  This position is responsible for keeping accurate and complete records for all products and 
administrative related support. The Marketing Coordinator must excel in a highly collaborative environment, balancing 
multiple projects and stakeholders across the organization, positively and proactively. 
 
Responsibility: 

 Ability to coordinate, track and manage multi-dimensional projects for non-licensed product lines to support 
the needs of DecoPac’s customers and meet business objectives. 

 Complete item setup for items, cards, pages, flyers, etc.  

 Complete tactical operational activities to support business objectives – including item setup, item 
maintenance, PIM processes, Amazon item catalog, etc.  

 Identify and execute product data audits. Includes P8 and PIM maintenance updates.  

 Work with Amazon project lead to identify best practices for adding/removing/maintaining items.  

 Create support materials, including presentations, product line lists and reports in preparation for 
presentations and meetings. 

 Lead cross-functional team of PhotoCake Development, Purchasing, Warehouse, Sales, Creative, Licensing 
and Product Marketing to execute semi-annual PhotoCake Updates.  

 Execute PhotoCake Updates, including master file, collateral, communications, etc. Includes standard and 
custom Updates.  

 Gather competitive information to support product and marketing functions of the department. 

 Manage and coordinate sample requests. 

 Prepare and organize product line plan reports. 

 Assist with the planning and execution of events and projects 

 Be open and willing to drive continuous improvement. 

 Other duties as assigned. 
 

Qualifications: 

 BA/BS in business, marketing or equivalent, with a minimum of 2 years related experience. 

 Proficient in Microsoft Office software (Outlook, PowerPoint, Excel, and Word). 

 Superior written and verbal communication skills, strong editing and proofreading skills with careful attention 
to detail. 

 Demonstrated ability to organize, prioritize and multi-task many different projects with effective results. 

 Willingness to be flexible with tasks on a day-to-day basis and ability to adjust to changing business 
demands. 

 Problem solver can identify and resolve problems in a timely manner, gathers and analyzes information 
skillfully, and maintains confidentiality 

 Work cross-collaboratively with various teams, including product marketing, licensing, and sales, purchasing, 
customer service, and warehouse to achieve business objectives. 

 Adaptable to changes in the work environment, manage competing demands and can deal with frequent 
change, delays, or unexpected events 

 Have a “can do” positive attitude and be a flexible team player. 

 Experience working in a fast-paced environment. 
 



 
 
 
 
 
Physical and Mental Demands: 

While performing the duties of this job, the employee is frequently required to sit, talk and/or hear, and/or use hands to 
fingers, handle, or touch objects, tools, or controls.  The employee is occasionally required to stand, and/or walk.  The 
employee must occasionally lift and/or move up to 10 pounds while moving files or small packages.  Specific vision 
abilities required by this job include close vision and the ability to adjust focus. The mental and physical requirements 
described here are representative of those that must be met by an individual to successfully perform the essential 
functions of this position. Mental Demands consist of frequently interpret data, make decisions, organize, problem solve, 
and time management. 
 
Work Environment: 

Work is performed in an office environment.  The noise level in the work environment is usually moderate. The work 
environment characteristics described here are representative of those an individual encounter while performing the 
essential functions of this position. 
 
Employee Statement: 

Employee is expected to follow all Company safety programs. Signature below constitutes employee's understanding of the 
functions, requirements, and expectations of the position. It is further understood that due to the ever-changing nature of 
food requirements and business conditions, this job description may change accordingly. I agree to report any food safety 
concerns, including a food package that is open for any reason, to my supervisor. This document does not create an 
employment contract, implied or otherwise, other than an “at-will” relationship. 

Employee Name ______________________________________ 

Employee Signature ___________________________________  Date _____________  

 

 

 

To Apply: 

DecoPac offers a competitive compensation and benefit package. Please send your resume to: 

email: dphr@decopac.com  
 
DecoPac, Inc. 
3500 Thurston Avenue 
Anoka, MN 55303 
 
Equal Opportunity Employer 
 

mailto:dphr@decopac.com

