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Job Description
1. Contractual Arrangements
Job title: Marketing Assistant
Job reference: 
Job grade: 
Last revision date: April 2014
Department: Blakemore Wholesale - Trading
Location:  Wolverhampton Science Park
Weekly working hours: 40
Contract type:
 Full time, permanent (Salaried)

Responsible to: Marketing Manager
Responsible for: N/A
2. Job Purpose: 
· To assist the Blakemore Wholesale Marketing Manager to maximise sales and profitability with effective and accurate marketing administration
3. Key Tasks / Responsibilities:
· Proofing of promotional leaflets, brochures and POS

· Creation of leaflets and POS

· Co-ordination of customer communication such as SMS, Email and mailouts

· Production of marketing materials

· Maintain customer communication via social media

· Dealing with telephone, fax and email enquiries

· Liaison with Senior Management and Directors, depot staff, supplier representatives and external design/mailing companies.
· General administrative duties

· Compliance with health and safety responsibilities as defined at Level 4 of the company Health and Safety Policy arrangements
4. Generic Responsibilities
· Ensure compliance with “The Blakemore Way” and appropriate levels of the competency framework

· Attend meetings as required

· Maintain employee and organisational confidentiality in line with the Data Protection Act 

· Demonstrate commitment to equality and diversity

· Participate in required learning and development activities

· Comply with operational and legal requirements relating to food safety and environment as applicable to your role / business area

5. Financial Responsibilities: 
· N/A
6. Other: 
This job description describes the main responsibilities of the post holder. As circumstances change, they may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent. The post holder will be fully consulted on any significant changes.
The job description is not intended to cover in detail all the tasks required of the post.  The post-holder will be required to carry out other associated duties necessary to provide an effective service and deliver the key areas of responsibility. These duties will not be unreasonable and will be appropriate to this level of post.
Signature of post holder:
Name of post holder:
Date: 
Person Specification
1. Job Title: Marketing Assistant
2. Last Revision Date: April 2014

	3. Education / Qualifications / Licences

	Essential
	Desirable
	Measured By

	High level of literacy
High level of numeracy

Intermediate knowledge of Microsoft Office including publisher

	Educated to A level standard or equivalent
	CV / application form / original documentation

	4. Skills / Abilities / Knowledge / Experience

	Essential
	Desirable
	Measured By

	Experience of marketing practices

Experience in creating marketing tools such as leaflets & posters

Experience of office practices

	
	CV / application form / competency based interview

	5. Behaviour / Attitude

	Essential
	Desirable
	Measured By

	Good communication skills
Creative abilities
A common sense approach

Problem solving skills
Pro-active

Compliance with the company values and required levels of the competency framework

	Outgoing personality

	Competency based interview


6. Core Competency Framework: 

Staff
7. Other: 
This person specification describes the main requirements of the post holder. As circumstances change, they may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent. The post holder will be fully consulted on any significant changes.
Signature of post holder:
Name of post holder:





Date: 

