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Role Description – Marketing Assistant
Note: numbers in brackets () – please refer to the separate Guidance Notes.
	Role title
	Marketing Assistant
	Grade
	1
	Department
	Marketing

	Reports to (1)
	Campaign Manager
	Direct reports (1)
	None

	Key relationships / interfaces (1)
	Internal: 
	Marketing colleagues, business development team, professional standards team, knowledge team, management level colleagues. All sections in the association including appropriate panels and committees.

	
	External:
	Third party suppliers and contractors including design and media agencies. APM corporate partners, training providers and volunteer community.

	Role purpose (2)


	To work with the Campaign Manager and wider Marketing Department, plus a team of externally contracted consultants to deliver marketing and communications activities in support of APM products and services. The role offers the opportunity to experience all areas of the marketing mix.

	Breadth of responsibility (3)


	This is an entry level role to provide support to the Campaign Manager in maximising take up of APM products and services and supporting the wider Marketing Department. 

The role holder provides support for various marketing services including marketing communications either directly or through a range of contracted parties.

	Dimensions and limits of authority (4)


	Decisions relating to the marketing programme and budget are referred to the Campaign Manager.  


	Key responsibilities / accountabilities (5)

	Key performance measures (6)

	· Support the Campaign Manager and wider Marketing Department in the delivery of marketing plans through marketing activities, product management and marketing support.
	· Work with marketing team members in ensuring marketing campaigns meet their objectives.
· Support in testing new functionality.

· Liaise with relevant stakeholders to ensure activities are completed in a timely manner.
· Support provided as necessary to ensure successful delivery of marketing plans 
· Administrative support such as raising purchase orders and arranging meetings.

· Administrative support provided, as defined by the event.
· Questions answered where they fall within level of experience, or referred to the Campaign Manager for resolution.
· Appropriate events are attended and utilised as a learning and development opportunity.
· Successful completion of other tasks as defined by the Campaign Manager.

	· Manage the APM production schedule, print management and copy chasing.
	· All marketing literature produced on time. 

· Following items are in place by the deadline:

· Budget, brief and plan;
· Creative literature (copy in place and approved);
· Print specification and supplier sourced.

	· Manage the marketing inbox and act as a point of contact for the department.
	· Ensure queries are dealt with in a timely fashion.

· Liaise with fellow APM colleagues to reach a solution for any given query. 

	· Ensure APM’s corporate identity is adhered to in all marketing activity.
	· Ensure any marketing material produced is to a consistent high standard in copy, tone, design and print.

· Adhere to the APM style guide and policies

	· Ad-hoc projects as required by APM business strategy, including website maintenance and marketing communications.
	· Effective support is provided, as required by the task

· Projects are carried out with enthusiasm and competence.
· Website updated within agreed timeframes with 100% accuracy


Person Specification – Marketing Assistant
	Attribute
	Description


	Essential / desirable

	Qualifications (7)
	· Educated to degree level

· CIM qualified or working towards it
	· Desirable

· Desirable

	Experience (8)
	· Experience and appreciation of using marketing type tools and assets (e.g. websites, mobile, social media,imagery)
· Experience of working in a marketing department

· Involvement in marketing campaigns with a particular focus on digital and email marketing
· Managing external suppliers
· Using content management systems (CMS)
· Using bulk emailing systems (e.g. Dotmailer)
· Experience in supporting others

· Experience in conducting admin duties (e.g. organising meetings)
	· Essential

· Desirable

· Desirable

· Desirable
· Desirable

· Desirable

· Essential

· Desirable

	Knowledge
	· An understanding of marketing

· Knowledge of APM’s products

· How to present statistical information
	· Essential

· Desirable
· Desirable

	Skills
	· Excellent organisational skills 
· Strong communication skills

· Well-developed teamwork skill
· Ability to use client relationship management (CRM) database
· Experience of using CMS 
· Ability to produce clear written documentation

· Good PC skills including Word, Excel, PowerPoint
· Adobe CC suite
	· Essential

· Essential

· Essential
· Desirable
· Desirable
· Essential

· Essential
· Desirable

	Behaviour / competency (9)
	· Analytical thinking

· Concern for accuracy

· Customer focus

· Interpersonal skills

· Planning and organizing

· Results orientation
	· Essential

· Essential

· Essential

· Essential

· Essential

· Essential
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