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JOB 
TITLE :
 
 Sales and 

Marketing Assistant  
 
JOB TITLE:  MARKETING ASSOCIATE 
REPORTS TO:   SENIOR MARKETING MANAGER    
DEPARTMENT: MARKETING 
LOCATION:   OXNARD, CALIFORNIA 
  
 
Mission Produce is the largest global supplier of the world’s finest avocados. For over 
35 years we have invested in people, state-of-the-art technology and avocado-specific 
infrastructure to expertly serve our customers, growers and partners. Throughout our 
history we have remained rooted in honesty, respect and loyalty.  
 
Mission Produce owns and operates state-of-the-art avocado packing facilities in 
multiple global locations including California, Mexico and Peru. In addition, our global 
distribution network includes 11 forward distribution centers in North America, China 
and Europe. Over the past 35 years, Mission has become recognized as the leader in the 
worldwide avocado business. 
 
JOB SUMMARY 
The position of  Marketing Associate was created for the purpose(s) of assisting marketing and 
sales team members in Mission global marketing efforts.  The Marketing Associate 
responsibilities include but are not limited to managing the administrative duties of tradeshows 
and events, generating various media reports, maintaining, and ordering of promotional 
materials and assets, and organizing and maintaining our asset sharing platforms.  
 
 
ESSENTIAL DUTIES & RESPONSIBILITIES 
 Manage coordination and wrap up of the annual 10 +/- tradeshow and events in both 

physical and virtual formats. Includes working with the Senior Marketing Manager to 
acquire the necessary physical and digital assets, communicating key information to the 
sales department, and organizing and shipping booth materials 

 Organize and maintain all media and collateral on various asset sharing platforms to 
include the Media Silo and Mission intranet system 
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 Order all physical assets and materials requested internally as well as assets needed to 
support programs, campaigns and other go-to market activities 

 Execute various media reports, compiling links, data and results for team on a weekly 
basis 

 Keep and update data base of key audiences  
 Support consumer inquiries, monitoring, and responses  

 
 

MINIMUM QUALIFICATIONS & REQUIREMENTS 
 Three years of administrative support or equivalent experience  
 Ability to work effectively in a fast-paced environment 
 Ability to effectively take direction, work independently or with a team  
 Proficiency with Microsoft PowerPoint, Excel, Word and Outlook 
 Excellent written and verbal skills to effectively communicate with others, internally and 

externally 
 Willingness to take on additional support tasks  
 Strong abilities for data entry, compiling reports and analytics  
 The ability to work independently and carry out assignments to completion within 

parameter of instructions given, prescribed routines, and standard accepted practices 
 Extremely organized with an attention to detail and accuracy is a must 
 Must possess a positive approach to collaboration and a willingness to learn the 

complexities of all aspects of Mission and Marketing 
 


