
Marketing Coordinator 
Group 4 Architecture, Research + Planning, Inc. seeks a Marketing Coordinator to join our team. Our Marketing 

Coordinator works closely with principals, associates, and project managers on all aspects of marketing and business 

development, including:  

 Helping build and maintain firm relationships with current and potential clients, consultants, and partners;  

 Managing all aspects of producing statements of qualifications, proposals, and presentations; 

 Managing the firm’s social media presence and keeping our website content current;  

 Identifying, tracking, researching, and evaluating project leads and opportunities; and  

 Seeking out, identifying, and tracking opportunities for firm promotion, such as conferences, speaking 
engagements, and publications; and  

 Representing the firm at selected business development functions and events. 

Qualifications 
We are looking for a creative and energetic team player with: 

 Background in Marketing, Business, Communications, Journalism, Public Relations, or related field; 

 Excellent writing, editing, and proofreading skills; 

 Strong verbal communication, interpersonal, and organizational skills; 

 Experience with Adobe Creative Suite (InDesign, Photoshop) and Microsoft Office (Word, Excel, PowerPoint); 
experience with Cosential is a plus 

 Collaborative outlook and the ability to work effectively in a team environment; and  

 Ability to work calmly and effectively under pressure, manage multiple efforts simultaneously, and adapt to 
challenging deadlines.  

About Group 4 
Group 4 Architecture, Research + Planning, Inc. is a full-service architecture, planning, and interior design firm. Our 

headquarters is in the San Francisco Bay Area, and we have team members based in Seattle, Philadelphia, and 

Lexington KY.  We collaborate with clients and user groups across the country to plan and design vital facilities that 

reflect the unique attributes and values of their communities. As a medium-sized firm, Group 4 offers all employees 

the opportunity to contribute to project excellence, professional thought leadership, and firm vitality. Our collaborative 

and collegial studio environment provides significant opportunities to work closely with firm principals and senior staff 

who are dedicated to mentoring and professional development. 

An equal opportunity employer, Group 4 supports employees with professional development opportunities and an 

excellent benefits package. We offer a competitive compensation package including 401(k) contributions, health and 

dental coverage, paid vacation and sick leave, and public transportation benefits. Our office in downtown South San 

Francisco is easily accessible from Caltrain, BART, SF Bay Ferry, 101, and 280. For more information on Group 4, 

please visit our website: http://www.g4arch.com 

How to Apply 
Please provide a cover letter indicating your specific interest in this position, a current resume, and examples of your 

relevant experience (including writing samples). Please email your materials as a single PDF file (maximum 5MB 

attachment or link if larger filesize) with the subject line “Marketing Coordinator Position” to hr@g4arch.com  

Thank you very much for your interest in Group 4! We look forward to meeting you. 


