Marketing and Leadership Operations Coordinator

About Portfolio

Portfolio is a Strategic Action Company based in Moncton, New Brunswick. We help organizations move from
ideas to execution through strategic marketing, communications, and business support that creates
momentum and delivers results. As a process grounded, collaborative team, we value professionalism,
initiative, creativity, and follow-through. Our work is grounded in strategy, but we are equally focused on
action — helping clients and our own team move important work forward with clarity, structure, and purpose.

Position Summary

Portfolio is seeking a highly organized, proactive, and polished Marketing and Leadership Operations
Coordinator to support client service delivery, leadership execution, and internal coordination across the
firm. This role is ideal for an early- to mid-career professional who wants to build experience in marketing
execution, project management, leadership support, and business operations within an exciting, fast-paced
professional services environment. This is a hands-on coordination role focused on execution, organization,
and support. The role offers a clear path for growth into an Account Manager position over time.

This is an in-office position based in Moncton, New Brunswick.
Reporting Relationship - This position reports directly to the President & CEO.
Core Areas of Responsibility

Client and Marketing Coordination

e Support account managers and strategists with day-to-day coordination of client work

e Assist with the execution of approved marketing plans and client initiatives, helping turn strategy into
clear next steps and deliverables

e Schedule content and help maintain project and marketing calendars

e Monitor social media activity and flag relevant engagement, opportunities, or issues to the team

e Conductonline and market research to support client projects, proposals, and planning

e Attend meetings as required and prepare follow-up actions

e Help coordinate timelines, deliverables, approvals, and next steps across internal and external
stakeholders

e Provide basic client communication support, including scheduling, follow-ups, and meeting
coordination

Operational Support and Execution

e Work directly with leadership to help ensure effective execution of priorities across the business

e Support scheduling, coordination, and follow-up related to key meetings, commitments, and
deadlines

e Provide coordination support that improves alignment, responsiveness, and overall team efficiency

e Support the development of new business proposals

Vendor liaison

e Contribute to process improvements that strengthen organization and reduce friction across the
business



e Track hours against contracts and project scopes

Qualifications

e Education in marketing, communications, business administration, or a related field

e Experience in a marketing, communications, coordination, or administrative support role

e Experience working in a professional services environment is considered an asset

e Equivalent combinations of education and experience may be considered based on the strength of
the candidate

Skills and Attributes - The ideal candidate is:

e exceptionally organized and detail-oriented

e calm, structured, and reliable in a fast-paced environment

e proactive and able to anticipate needs

e professional, polished, and confident in working with clients and senior leaders

e able to handle confidential information with discretion and sound judgment

e comfortable shifting between priorities while maintaining accuracy and follow-through
e creative, resourceful, and motivated by helping a team move work forward

Technical Skills - Experience with the following tools is preferred:

e Canva

e Microsoft Office

e Google Workspace
e WordPress

¢ Mailchimp

Nice to Have

e Bilingualism in English and French is an asset
e Experience supporting proposals, client-facing materials, or professional documents
e Experience with time tracking, billing coordination, or office administration in a services business

Growth Opportunity

This role is designed for someone who wants to build a strong foundation in marketing coordination, client
service, and business operations. For the right candidate, there is a clear opportunity to grow into an Account
Manager role within 18 to 24 months, with increasing responsibility in helping clients move from strategy to
implementation.

Compensation

Compensation for this role is commensurate with experience and fit.

How to Apply

Please submit your resume and a brief cover letter outlining your interest in the role and why you would be a
strong fit for Portfolio to mike@weareportfolio.com


mailto:mike@weareportfolio.com

