
 

 

 

 

 

Digital Coordinator Position Available 
 

Are you organized, proactive, and obsessed with getting the details right?            ¿Te imaginas aprender sobre 

diferentes industrias while supporting high impact digital marketing campaigns? 

 

At Boral Agency, we specialize in helping businesses stand out through innovative, data driven marketing 

strategies. We’re a bilingual agency with a strong track record, driven by creativity, strategic thinking, and 

results. 

 

We are looking for a Marketing Coordinator who thrives in fast paced environments and loves supporting 

strategy with flawless execution, in English y Español. As a Marketing Coordinator, you will: 

 

∟ Support the Digital Marketing Manager with day-to-day execution of marketing plans and campaigns 

∟ Assist in coordinating marketing projects across SEO, paid media, email marketing, content, social 

media, and lead generation 

∟ Prepare campaign assets, briefs, timelines, and task lists to keep projects moving 

∟ Upload, schedule, and QA content across websites, email platforms, and social media 

∟ Run and compile performance reports using data from Google Analytics and social platforms including 

Meta (Facebook and Instagram), TikTok, LinkedIn, and X 

∟ Pull insights from paid and organic campaigns to support reporting and optimization 

∟ Schedule and publish social media posts based on approved content calendars 

∟ Schedule and deploy email campaigns, ensuring proper formatting and QA 

∟ Research content ideas, campaign concepts, trends, hashtags, and competitor activity 

∟ Build and update reports and presentations using Canva or PowerPoint 

∟ Coordinate with internal teams (design, development, content, media) to ensure timely delivery 

∟ Maintain organized project documentation and workflows using tools like Airtable, Click Up, Google 

Drive, and Dropbox 

∟ Support client communications by preparing agendas, notes, and follow ups 

∟ Ensure all deliverables meet brand and quality standards 

∟ Stay current on marketing tools, platforms, and trends 

 

Is this You? 

 

∟ 2+ years working directly with clients in a fast-paced, deadline-driven environment 

∟ College degree in Marketing, Advertising, Business, Communications (or equivalent experience) 

∟ Exceptional communication, gramar, proofreading, and editing skills in both español and English!  

∟ Hablas español and English! 



 

 

 

 

 

∟ Hands on experience with tools such as WordPress, Canva, HubSpot, Google Analytics, Google Ads, 

Meta Ads, and Google Workspace or Microsoft Office. Certifications preferred 

∟ You follow processes, meet deadlines, and catch mistakes before they become issues 

∟ Attention to detail is a MUST (Si no notaste la “m” que faltaba en “grammar” arriba, este rol no es para 

ti.) 

 

Join us in making a difference in the world, one business at a time. If this aligns with your career aspirations, 

we want to hear from you! 

 

Application Requirements: 

 

∟ Manda tu resume or curriculum vitae 

∟ Share examples of marketing work or campaigns you’ve supported 

∟ Only apply if you actually read this entire post and you DID notice the missing “m”         

 

Job Type: Full-time. 

Pay: $800 - $1000 per month depending on experience. 

Work Location: Remote US business hours. 

 

Apply here: https://www.boralagency.com/careers/  

Position applying for: Marketing Coordinator 

https://www.boralagency.com/careers/

