Mountains & Plains Independent Booksellers Association
Marketing & Communications Coordinator

Position: Marketing & Communications Coordinator

Schedule: Full-Time, Remote

To Start: October 1, 2026 (Will attend FallCon 2026, Denver, Colorado)
Applications Open: June 15 to July 15, 2026

Starting Salary range: $45,000 - $50,000 (commensurate with experience)
Benefits: $350 monthly QSEHRA healthcare reimbursement, monthly in-home office
reimbursement, and unlimited PTO.

The primary responsibility of the Marketing & Communications Coordinator is to assist the
Executive Director in driving the visibility, engagement, and membership growth of our non-profit
trade association by creating association communications (print, email, website, social media,
etc.), managing association marketing and advertising, and designing association marketing
materials.

Specific job duties include but are not limited to:

e Marketing MPIBA events and programs to membership.
o Update and maintain MPIBA and Reading the West website content.
o Design and produce printed and digital marketing materials.
o Manage MPIBA and Reading the West social media accounts.
o Create and schedule email communications.

e Manage Paid Advertising
o Create and schedule partner advertising.
o Coordinate MPIBA Membership Marketing Programs.

e Track email metrics, and maintain email subscriber lists.

e Coordinate event onsite photography.

Schedule & Travel Requirements:
e Meet regularly with the Executive Director and other staff for planning and organizational
conversations.
e Attend board meetings when appropriate.
e Travel to attend FallCon and SpringCon, and other industry events as needed.

Desired Experience & Skills:

e Strong understanding of online, email, and social media marketing and best practices.

o Experience with Instagram, Facebook, and YouTube social media platforms.

o Experience with email marketing platforms (Constant Contact, Mailchimp, etc.)
Experience in developing and executing innovative and successful marketing initiatives.
Basic graphic design skills and experience with Canva, or other design software.
Familiarity with Wordpress, and other web based applications.

Understanding of Google Drive.



Qualifications:

e Ability to manage multiple projects and work effectively under deadline pressure.
Excellent attention to detail, organization, and self-motivation.
A flexible team player able to take on shifting responsibilities as needs arise.
Experience in bookselling or publishing is extremely desirable. Non-profit and/or trade
association experience valued.
Desire to support and engage with bookstores and booksellers, and industry partners.
Strong interpersonal communication and customer service skills.
Strong writing and editorial skills.
Must live in the MPIBA region (see states below). Texas residents preferred, but not
required.

Please email cover letter, resume, and references to Heather Duncan, Executive Director, at

heather@mountainsplains.org. We may not interview all applicants.

HHHHEHE
About the Mountains & Plains Independent Booksellers Association:

Our Mission

The mission of the Mountains & Plains Independent Booksellers Association is to support, educate,
and promote independent bookstores in our region, raise awareness of the value of locally owned
businesses in our communities, and celebrate and promote diversity and an open exchange of ideas
in literary culture.

Who We Are

We are a non-profit professional association (501c6) of bookstores, booksellers, publishers,
authors, and industry professionals. The association began over fifty years ago in Denver,
Colorado, and has grown to represent hundreds of bookstores across the west and mid-west
including: Arizona, Colorado, Kansas, Montana, Nebraska, Nevada, New Mexico, Oklahoma,
South Dakota, Texas, Utah, and Wyoming.

What We Do

e Provide forums and channels for communication, information exchange, professional
development, and continuing education at local, regional, and national levels

e Provide information and services for the benefit and advancements of independent
bookstores.

e Support efforts to improve inclusion, representation, and diversity in the book industry.

e Promote best practices in publishing, distribution, promotion, and the selling of books.

e Promote and defend freedom of speech and of the press as guaranteed by the First
Amendment.

e Promote and work for fair, competitive practices in the book industry.
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