
 
  

Job title Creative Writer/Copy Editor  

Reports to President/CEO   

 
Job Purpose 
 

The Creative Writer/Editor will support Gibbons Business Solutions, LLC by understanding customer 
needs and providing support for day-to-day operations.  The Creative Writer/Editor will provide support 
by writing creative content for blogs, marketing plans, newsletters, annual reports, marketing and web 
contracts, website content, marketing brochures and video scripts. 
 
The Creative Writer/Editor will also proofread and edit documents written by other GBS team members 
and or customers.  The writer will be a competent storyteller that can showcase information in a unique 
and compelling way. 
 
Duties and Responsibilities 

 Create documents for customers and vendor correspondence. 

 Assist in writing grant applications. 

 Create articles for business publications. 

 Develop and design digital marketing content. 

 Produce, edit and customize content for customer marketing platforms. 

 Perform online and on-the-ground research for blog posts, articles, and other content. 

 Analyze performance metrics such as total attention time, click-through rate, and social 
following growth. 

 Create customer content campaigns that align with their marketing objectives and company 
goals. 

 General administrative and clerical duties as assigned. 

 Proofread and edit documents written by other staff. 
 

Qualifications 
 

 Minimum of 2 years of writing and marketing experience. 

 Bachelor’s Degree in English, Creative Writing or Journalism preferred. 

 Advanced computer skills; Experience with Microsoft/Excel and Social Media platforms. 

 Thorough knowledge of social media marketing and platforms (Facebook, Twitter, YouTube, 
LinkedIn, etc.). 

 Strong attention to detail and ability to manage confidential information.  

 Strong written and verbal communication skills. 

 Creative thinking and writing skills. 

 Ability to work independently and as part of a team. 

 Ability to multi-task and work with a high degree of accuracy. 
 



 
  

 
Working conditions (if applicable) 

 Office Environment – may be able to telecommute. 

 Sitting in front of computer for extended periods of time. 

 Multi-tasking – many daily interruptions 

 Ability to protect confidential information and the integrity of the company. 
 
Physical requirements (if applicable) 
 

 This job requires sitting for long periods of time in front of a computer. 
 

Direct reports 
 

 This position has no formal direct reports. 
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