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JOB DESCRIPTION

POST:



MARKETING ASSISTANT
RESPONSIBLE TO:

MARKETING MANAGER
Purpose of job

Support the work of the Marketing Business Unit by managing resources and databases, collecting and processing data, assisting with research and producing print and online materials, dealing with routine enquiries and distributing information to the media 

Principal Accountabilities

1. Maintain the currency of databases and use IT systems fully to maximise the effectiveness of the postholder’s brief.

2. Receive and respond to enquiries from the travel trade, press contacts, local retail and tourism related businesses, and company members promptly and in a way that enhances the reputation of the company

3. Assist in the production of print and on line marketing materials including liaising with advertisers and producing and checking adverts

4. Maintain resources, including the company’s image library, allocated to the postholder ensuring that they are managed effectively and revenue raising opportunities are maximized.     

5. Research, draft copy-write and distribute bulletins to the media providing current information and promoting anticipated developments, events, new business openings and the like. 

6. Support the delivery of consumer and business-based advertising campaigns, promotions, public relations activity and relationship marketing. 

General responsibilities

7. Control budgets allocated to the postholder in accordance with company’s accounting practices ensuring that expenditure limits are not exceeded and income targets are met

8. Deal with enquiries from the public and external organisations in a way that enhances the image of the company 

9. Liaison with company members and organisations

10. Collection of data and management of databases allocated to the postholder

General

11. Carry out duties in compliance with the company’s Equal Opportunities policies

12. Carry out work in accordance with current legislation and/or regulations

13. Be responsible for own safety and not to endanger that of colleagues/visitors in the workplace

14. Undertake other duties commensurate with the grade in relation to a post of this nature 

