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JOB DESCRIPTION

[bookmark: OLE_LINK18]Marketing Communications Graduate

	Responsible to:
	Commercial Services Manager


	Job summary:

	The role is responsible for building strong, effective marketing and PR campaigns to drive the reputation and income for Signature.
The role will work with the Digital Marketing Coordinator to gain experience and responsibility across several marketing channels.



Key Tasks

	1.
	Assist the team to plan and deliver effective, timely communications and campaigns. Including advertising, content, social, branding and events.  This will also include the arrangement of filming and script preparation.


	2.
	Assist the team in research and development of commercial publications, promotional and saleable materials. Including monitoring and replenishment of stock.
  

	3.
	Work with the wider organisation to plan and report on market research activity, with respect to monitoring competitor activity and recommending changes to the marketing strategy as appropriate.  


	4.
	Develop and maintain relationships with media and other appropriate organisations to manage the brand and ensure consistency of message.


	5.
	Coordinate and attend internal and external events.


	6.
	Monitor and analyse monthly marketing activity, observing trends and customer buyer/engagement patterns (from various sources).  Maintain company databases as appropriate.  


	7.
	Create written and visual content for social media and websites including creating new copy for web pages and updating graphics and banners where necessary.


	8.
	Monitor and promote compliance with brand guidelines, production standards and GDPR.


	9.
	Keep up to date with changing trends by scanning the external environment and make recommendations for improvements to processes and procedures.


	10.

11.
	Administer support to the commercial sales function when required.

Carry out any other duties that may reasonably be expected of the postholder.
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PERSON SPECIFICATION
Marketing Communications Graduate

	Requirements
	Essential

	Desirable

	Education/
Qualifications

	· General education levels to GCSE/O and A level or equivalent.
· Recognised marketing qualification (level 3 or higher)

	· Working towards, or educated to Degree level or equivalent.
· [bookmark: _GoBack]BSL Language Skills


	Experience

	· Ability to get to the heart of the problem, plan a solution, and see it through effectively to completion.

	· Marketing, branding and PR experience in a small to medium organisation. 
· Understanding of deaf and disability issues and the issues facing providers in the not-for-profit sector


	Knowledge
	· Knowledge and experience of working with a wide variety of marketing channels to create integrated campaigns – including PR, social media, events and market research.
· Knowledge and experience of designing marketing collateral – use of Adobe design packages essential.
· Knowledge and confidence in working with digital software and platforms.

	

	Skills and 
Abilities
	· Strong initiative, drive and enthusiasm.
· Flexible and adaptable.
· Creative, dynamic and innovative.
· Good general administration and organisational skills.
· Effective and efficient time management.
· A positive team player with the ability to think and act on ones own initiative.
· Excellent interpersonal skills, able to deal with people at all levels.
· Excellent oral and written presentation skills, specifically written English.
· A high level of proof reading accuracy and attention to detail.
· The ability to analyse statistical data and collate complex information.
· Ability to work under pressure and meet deadlines.

	



Relationships

	Internal:
	Staff at all levels.

	External:
	External stakeholders – customers, suppliers, trustees, media.



	Location and working hours
	This is a full time post based in the Office Signature which is located in Mersey House, Mandale Business Park, Belmont, Durham, DH1 1TH.  This is a non-smoking building.  Occasional travel to events around the UK is required.
Working hours – full-time 37 hours per week, Monday to Friday.


	Holidays
	26 working days per year plus recognised bank or public holidays currently 8 in all.  Of the 26 days holiday, you must keep up to 3 days each year to bridge the gap between Christmas and the New Year, when the office closes.


	Salary
	The salary for this post is circa £19,500 (gross per annum), dependent on experience..  


	Requirements








Pension
	Post is subject to a 6 month probationary period, receipt of references satisfactory to us.

Employees are expected to complete the following Signature courses within 2 years of commencing employment:
· Level 2 Award in British Sign Language.
· Level 1 Award in Deaf Awareness and Communication.  


Signature operates a voluntary pension scheme through the Pensions Trust.  
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