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Job Description 

Inventure is excited to announce the opportunity for a Marketing Coordinator to 
join Inventure Houston. This position is responsible for assisting in the 
development and implementation of our marketing and business development 
efforts.  Secondary responsibilities include supporting the  experiential graphic 
design practice with graphic design as work load requires. 

Proficiency in Mac OS X and Adobe Creative Suite required; experience with 
Brandcast, CAD/ArchiCad, and/or Sketch-Up preferred. Willingness to learn 
as required. 

The leading candidate will be: 

A Talented Multitasker 
• Organizes, coordinates and updates marketing materials  including project 

pages, resumes, award submissions, magazine and newspaper submittals, 
RFP/RFQ responses, presentation materials, brochures, slides and other 
general marketing tasks 

• Maintains spreadsheets with project information and tracking 
• Maintains all data on projects and office personnel; keeps staff resumes 

current and updated per project needs 
• General research and reporting on the industry to assist staff in the 

production of White Papers 
• Assists in the completion of various government forms, client questionnaires 

and other statements in pursuit of projects 
• Assist Graphics department with updating form templates, resizing/

reformatting and management of photo library 
• Event and Business Development assistance as needed 

Digital Thinker 
• Responsible for the editorial calendar and content of all website and social 

media updates. Crafts on-brand posts for multiple social channels to promote 
our work and offices 

• Develop brand awareness by creating campaigns and content to achieve 
marketing goals, including image, video and written content 

• Monitor social media channels to engage target audience and ensure 
appropriate engagement 

• Responsible for print and email blasts; maintains mailing lists. 
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• Ensure consistency and Brand Standards throughout all print and digital 
materials 

Interested in Wearing Multiple Hats: 
• Ability to or willingness to learn: aid in the design, documentation and 

implementation of various experiential design projects 
• Concept design, brainstorming and research into new trends and 

technologies relating to experiential and interior design, graphic design & 
branding 

• Attend and assist in project presentations 

Qualifications: 
• Bachelor’s Degree in marketing, communications or related field 
• 2-3 years experience in marketing, communications, PR, or graphic design; 

experience in the fields of Interior Design / Architecture preferred 
• Must have excellent organizational skills, attention to detail and the ability to 

prioritize under tight deadlines and varying workloads 
• Strong verbal and written communication abilities, including excellent 

proofreading and editing skills 
• Ability to work both independently and as part of a team 

About Inventure: 
We are a group of designers, architects, innovators, dog lovers, problem-solvers 
and adventurers.  We’re inquisitive and inventive, asking questions and finding 
better ways to create beautiful spaces that just make sense.  We believe the 
essence of design is people and there’s nothing we love more. 

Our expertise is in creating spaces that empower people, solve their problems 
and empower their visions.  It’s our commitment to our clients’ success, our 
understanding of their needs, and our investment in their people that leads to 
great design.  We take an unconventional approach to each project, seeing 
things differently and innovating as we go. 

Our unique office environment and culture makes for a happy team engaged in 
building real relationships while producing inspired, refined work of the highest 
quality.  We walk an intentional line between excitement and diligence, 
celebrating the little things and working hard for the big ones.  Our clients enjoy 
the support of our whole office and a start-to-finish experience that is 
unforgettably fun, yielding a result that’s beautiful and useful. 

Our award-winning design and architecture firm is established in Houston, 
Dallas, Tulsa and Nashville.  We offer a platform to be entrepreneurial with the 
support and security of a proven design firm.  We let you grow at your own pace 
with the support of a team of experts.  We want you to be part of conversations 
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that matter—no matter your position.  We are Apple enthusiasts and we don’t do 
micro managing.  We are especially proud of our employee-centric benefits; 
unlimited Paid Time Off, flexible work schedules, wellness stipend and a full 
suite of Apple products to support flexible working. 

Interested in joining our team? 
Send your resume and portfolio to careers@inventure.design
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