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POSITION DESCRIPTION: 

This position is responsible for supporting the Michigan Apple Committee’s and Executive Director’s 

overall goals by assisting in the development and implementation of retail marketing support materials, 

consumer educational campaigns, and media relations campaigns. In addition, this position will collect 

and analyze consumer and retail market research data in support of retail marketing and consumer 

education work.    

ESSENTIAL JOB FUNCTIONS: 

1. Collect and analyze consumer and retail market research data to inform marketing support 

materials and retail efforts.  

2. Monitor and measure performance of retail marketing programs. 

3. Assist with media relations work targeting consumer and trade media. 

4. Assist in developing and implementing updates to the Michigan Apple Committee website and 

social media outlets. 

5. Assist in the communication plan by developing and editing content, ensuring branding and 

compliance, and analyzing metrics to assess effectiveness and return on investment.  

6. To represent Michigan Apple Committee at meetings and trade shows as requested by the 

Executive Director 

7. Must be able to work within set budgets. 

8. Other duties as assigned.  

POSITION OBJECTIVES: 

1. Create a positive work environment for staff and implement the vision created by the Executive 

Director and MAC board members. 

2. Assist with data management.  

3. Aid the Executive Director in reaching their goals. 

4. Maintain organized files and systems to ensure accuracy and efficiency in task completion. 

MEASURED BY: 

1. Executive Director satisfaction. 

2. Meeting established goals and deadlines. 

3. Accurate completion of assigned tasks. 



4. Ability to exercise judgment, discretion and maintain strict confidentiality in a wide variety of 

internal and public situations. 

5. Ability to work independently. 

6. Feedback from others including staff, the management team, growers, shippers, retailers and 

the public. 

POSITION AUTHORITY: 

Works under the direction of the Executive Director.  Works closely with Communications & Marketing 

Director. This position has no supervisory responsibilities.  

EDUCATION & EXPERIENCE REQUIREMENTS: 

Bachelor’s Degree in Communications or Marketing preferred and 3-5 years’ experience. Equivalent 

experience will be considered.  

POSITION REQUIREMENTS (ABILITIES & SKILLS): 

1. Demonstrated leadership skills. 

2. Demonstrated customer service skills. 

3. Attention to detail and organization skills. 

4. Ability to communicate effectively and directly in both written and verbal forms. 

5. Works well without supervision. 

6. Strong creative, strategic, and analytical skills.  

7. Demonstration of good judgment and problem-solving skills. 

MINIMUM PHYSICAL EXPECTATIONS: 

1. Physical activity that often requires keyboarding, sitting, phone work and filing. 

2. Physical activity that often requires extensive time working on a computer. 

3. Physical activity that often requires lifting under 25 lbs. 

4. Physical activity that sometimes requires travel – car, train, and/or air. 

5. Physical activity that sometimes requires bending, stooping, reaching, climbing, kneeling and/or 

twisting.         

 

 


