Mohawk Resources Ltd.

JOB DESCRIPTION
Job Title: Marketing Coordinator
Department: Sales
Reports to: Sales Manager
FLSA Status: Non-Exempt

GENERAL STATEMENT OF DUTIES: The Marketing Coordinator facilitates the timely execution of
all marketing plans and projects by assisting the sales department through planning, implementation, and
analysis. This position coordinates advertising, composes and distributes press releases, updates internal and
external marketing materials, coordinates tradeshows, manages social media and the company website, orders
promotional items, and performs other marketing related functions.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

* (Coordinate magazine advertising (traditional and on-line) including promotional write-ups and
insertion orders

= Compose press releases and distribute to trade magazines

= Manage magazine and public relations contact lists

= Update product brochures, government mailers, business reply cards and warranty cards

= Update company website and provide improvement ideas. This includes, but is not limited to, taking
pictures and working with website consultant

= Manage social media sites and post Mohawk content on a consistent and value-added basis

= Manage Google Ad-words

= Process leads from capital improvement project business intelligence services.

= Coordinate tradeshow activities, including but not limited to, coordinate booth selection, register
Mohawk employees for badges/seminars, create tradeshow Powerpoints, write press releases, book
travel arrangements, and manage trade show co-op funds

= Attend trade shows as requested by management

*  Order promotional items for tradeshows and distributors

= Compose internal communications for distributors and post on Mohawk Extranet

= Represent Mohawk at trade show and marketing events as needed

=  Assist distributors with navigation of Mohawk Extranet

= Create flyers and other marketing pieces to support off site sales efforts.

= Organize product picture library

= Track all marketing invoices and expenses against marketing budget

= Manage in-house inventory of marketing materials

= Organize mass mailers, including getting quotes from printers

* Maintain distributor memos on Extranet and for resellers

=  Work with third party Extranet administrator to identify any necessary changes and/or updates

* Run and distribute necessary reports for distributors Run and distribute sales reports for distributors
and potential distributors

= Assist in monitoring incoming phone lines

= Other duties as assigned i.e. bid assistance, etc.



QUALIFICATIONS, KNOWLEDGE, and SKILLS: Must possess exceptional verbal and written
communication skills. Demonstrated ability to work cooperatively with management, co-workers, vendors,
and distributors. Must be willing to learn Mohawk’s product and services. Must be detail oriented with
attention to accuracy. Must be an analytical thinker and have exemplary organizational and project
management skills, and be flexible to changing needs. Must be able to read, write, and speak English language
and be understood. Must be able to work with minimum supervision. Demonstrated ability to handle
multiple projects simultaneously. Must be able to work with various technology. Must exhibit a professional
appearance and interact professionally with people both in person and on the telephone. Must be proficient
in Microsoft (Excel, Word, Powerpoint, Photoshop, and Outlook), software applications, and social media
sites. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

EDUCATION and/or EXPERIENCE: Associates degree in Marketing or related field required. One (1)
to three (3) years experience as a Marketing Assistant or related role is desirable.

CERTIFICATES, LICENCES, REGISTRATIONS: None.
SUPERVISORY RESPONSIBILITIES: None.

PHYSICAL DEMANDS: Must possess sight/hearing senses, or use prosthetics that will enable these
senses to function adequately so that the requirements of this position can be fully met. Physical activity
includes walking, standing, bending, squatting, reaching above shoulders and lifting up to 40 pounds.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.

WORK ENVIRONMENT: Perform office activities in a well lighted and well ventilated area. May be
subject to changes in temperature and exposure to dust. Will be exposed to uncontrolled environmental
conditions during driving. Normally acceptable office physical environment with no abnormal hazards or
risks. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

ACKNOWLEDGEMENT:

I have read this job description and fully understand the requirements set forth therein. I hereby accept the
position and agree to the responsibilities to the best of my ability.

I further understand that my employment is at-will, and thereby understand that my employment may be
terminated at-will by the company or myself with or without notice.

Employee Signature Date
Employee Print Name
Supervisor Signature Date
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