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JOB DESCRIPTION
Title: 


Marketing and Communications Assistant



Salary:   £14,500 - £16,000 per annum
Reports to: 

Senior Marketing Executive





Hours of Work:  37.5 hours per week
Based at: 

Inspire Suffolk, Lindbergh Road, Ipswich, IP3 9QX
Key objectives of role: 

1. To support the effective delivery of Inspire Suffolk’s communication strategy.
2. To take personal responsibility for the understanding and application of the Inspire Suffolk Values.
Main responsibilities:
1. To support the delivery of Inspire Suffolk’s Marketing and Communication Strategy.
2. Creating content for the Charity’s communication platforms.
3. Creative use of editing software to promote the Charity’s activities.

4. General office duties including use of Word, Excel, PowerPoint etc.
5. To take personal responsibility for own Health, Safety and Welfare and that of colleagues in the workplace. 
6. To take personal responsibility for seeking value for money opportunities to get service right first time.

7. To understand and use measures to enable continuous improvement.

Person-profile:

	Selection Criteria:

A = Application Form   I = Interview   D = Desktop or other practical exercises
	Essential or

Desirable
	Assessment Method

(A, I, D)

	Experience

	· Proven admin experience


	E
	A, I, D

	· Experience of working with colleagues at all levels


	E
	A, I

	· The ability to maintain good working relationships with a wide range of people.


	E
	A, I

	· Experience of using computer systems and equipment.  Including but not exclusively Word, excel, PowerPoint.

	E
	A, I, D

	· Passion for the role, especially via experience gained through their own volition (Digital Garage, work experience etc).

	E
	A, I

	· Experience of using Adobe Photoshop, Adobe Creative Suite and video editing software (such as iMovie).

	E
	A, I, D

	· Understanding of common marketing channels used to deliver strategy (print, social media etc).

	E
	A, I

	Qualifications:

	· A good standard of education including GCSE grade C in English.
	E
	A, I

	· Enhanced DBS Certificate (this is essential as part of the role and can be undertaken if the postholder does not already have a DBS Certificate).

	E
	A, I

	· Clean Driving Licence
	E
	A, I

	Skills:

	· Excellent written and verbal English communication skills.
	E
	A, I, D

	· Demonstrate creativity.
	E
	A, I, D

	· Social media experience.
	E
	A, I, D

	· Attention to detail.
	E
	A, I, D

	· Enthusiasm and drive.
	E
	A, I

	· Self-motivated and proactive.
	E
	A, I

	· Ability to work to deadlines and agreed timescales.
	E
	A, I

	· A willingness to work outside normal office hours if and when required.
	E
	A, I

	· Some knowledge of HTML
	D
	A, I
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