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Job description
Designation:

Marketing & Communications Assistant 
Salary Band:



£19,868 - £21,015
Responsible to:
Marketing and Campaigns Manager 
Directly Responsible for: 
N/A
Job Reference:
M8
Date:

June 2020
Purpose
To provide support and assistance to the Marketing and Campaign Manager with the delivery of Marketing plans and activity to provide an effective and efficient services. 
To manage reporting and monitoring of key activity within the team to allow successful reporting against targets. 
Main duties
· Assist with the delivery of the annual Marketing and Campaign plan for the Group

· Work with the wider Marketing and Communications team to deliver monthly reporting reflective of activity performance across the team

· Keep abreast of customer needs and market changes, aligning activities to latest findings and insight

· Work collaboratively with the Marketing team including agency partners

· Work with other internal departments to ensure we meet our customers need
· Analyse surveys, polls, and other market research to look for patterns and trends

· Produce quality content and copy for marketing communication channels
· Assist in creating promotional materials, including social media content, brochures, blogs, marketing copy, etc

· Provide fact-checking, copy-editing, and formatting assistance during the creation of mailers, website content, and other promotional materials

· Help to maintain social media accounts for brands, products, or services

· Organise and plan the production of all marketing materials by working closely with partners, printers, sponsors, and other involved parties

· Help to plan promotional events hosted by the Group's Marketing department
· Continuously develop skills to deliver the range of support that can be given to the team to ensure its success achieve optimum levels of performance, efficiency and effectiveness

· Be able to work on own initiative and provide ideas and solutions to improve
· Updating and maintaining relevant systems across the team

· Answering the phone/emails and handling customer enquiries

· Ensure that customer needs are considered within all activities carried out

· To read, understand and demonstrate a commitment to the Group’s Employee Charter

· Adapt a proactive approach to identify and mitigate risks to your business area by informing your line manager and contribute to updating the risk register

· Expected to ensure compliance with all legal obligations concerning the protection of data concerning employees, customers and third parties

· To take responsibility for your own health and safety and that of your colleagues in accordance with the Health and Safety at Work Act (1974), whilst following the Group’s Health and Safety policies and procedures at all times

· To work in a variety of locations including premises not directly under the control of the Group

· Some flexibility over working hours is necessary to meet the requirements of the job

Key Measures of Success

· Complete objectives accurately and within agreed target deadlines by working collaboratively with the team to prioritise tasks

· Attend any training as and when required ensuring that you maintain a knowledge of the Group’s products, processes and policies

· Gain knowledge of and undertake administration tasks across at least two different business areas
This job description is a representative document. All duties outlined in this document apply to the Group. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.
Person specification

Role: Marketing & Communications Assistant 
                   Reference number: M8
	
	Essential
	Desirable
	Method of Assessment (see list below)

	Education and Qualifications

	5 x GCSE’s or equivalent qualification or relevant experience
	X
	
	AF



	Experience

	Experience of working within a marketing and communications environment
Experience in delivering activity against agreed plans and objectives
	X
X
	
	AF, I

AF, I


	Experience of dealing with enquiries and resolving them
	X
	
	AF, I



	Experience of Microsoft Office
Producing marketing content and copy


	X
X

	
	T

AF, I

	Skills, knowledge and ability

	Strong copywriting skills

Confident social media user

Experience of using computer packages 

Ability to organise and prioritise work to tight deadlines
Ability to communicate effectively with internal and external parties
	X

X

X
X

X


	
	AF, I

AF, I

AF, I
AF, I

AF, I


	Personal characteristics

	Willingness to be proactive in the continuous improvement of a quality service
	X 

	
	I


	Ability to develop effective working relationships
	X
	
	I

	Other

	Flexible approach to working hours
	X
	
	AF, I


AF = Application form

I = Interview

T = Testing
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