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Marketing Executive
Job Description 


Responsible to:                    Operations Manager

Length of contract:	Permanent subject to funding

Salary: 	£25,480 - £27,582 (negotiable depending on experience)

Based at:			Accrington Lancashire/ Hybrid Working

Hours:				37 hours

Annual leave: 		25 days plus bank holidays



Our Mission
We help people to achieve the outcomes that matter to them in their lives, by providing high quality advocacy.

	
Purpose of role
To raise the profile of Advocacy Focus with key stakeholders (people we support, commissioners, health and social care professionals and local businesses). 

The Marketing Executive will take responsibility for all marketing activity, including various strategies and projects as needed. They will work with the Operations Manager and Senior Leadership Team to implement and develop marketing plans, including promotional/information materials, email marketing via newsletter and promotional mailings, social media, PR opportunities, and database management. 


A brief overview of the role
The Marketing Executive will be responsible for developing an annual marketing strategy with the Senior Leadership Team, which incorporates a quarterly marketing plan to implement the strategy. Marketing activity includes creating posts and promoting our organisation on various social media channels (inc. LinkedIn, Twitter, Facebook and Tik Tok). 

You will be responsible for writing promotional articles and updating the events on the website (Wordpress) and external membership websites (LBV Hub, Lancashare, Chamber of Commerce etc). When required, you will upload new literature, imagery and videos to the website and YouTube, within brand guidelines. You will also maintain/cleanse the data for our newsletters in Mailchimp. 


Key tasks

· Devise annual marketing strategy with Senior Leadership Team (SLT) to meet the annual objectives.

· Compile detailed quarterly marketing activity plan, to reflect annual marketing strategy, and present in quarterly marketing meeting with SLT.

· Manage specific projects to facilitate the development of the Marketing output of the organisation.

· Evaluate marketing reports and data to report on activity trends etc. to SLT.

· Plan marketing activity on a weekly basis, ensuring all digital marketing materials are ready to be signed off at least 10 working days before needed (this includes wording and imagery for social media posts and podcast content).

· Write and upload articles for the website and external membership websites.

· Oversee the production of all marketing materials, including printed documents, media advertising spots, exhibition material, banners etc.

· Work with the team to improve existing literature and create new literature - adhering to brand guidelines.

· Generate new ideas and initiatives in full consultation with SLT.

· Undertake monthly shadowing with our Independent Advocates, to develop deeper understanding of the concept of advocacy and services provided, to aid with marketing messages to various stakeholders. 

· Organise, attend, and facilitate Advocacy Focus networking, promotional and conference events.

· Travel to meet partners and stakeholders at meetings, trade shows, industry events, and seminars.

· Adhere to and implement company policies and procedures.

· Maintain excellent relationships with internal and external stakeholders, customers, partners and suppliers

· Work as a member of the Advocacy Focus team, attend monthly meetings and training as necessary.

· Be available to work occasionally at evenings and weekends, as required.

· Be responsible for identifying areas for personal development.

· Undertake any other duties as commensurate with the grading of the post.



Person Specification – What we need from you

This section outlines the things we need from a Marketing Executive. The essential criteria are those things which you must have in order to do the job. Desirable criteria are those qualities that would be either useful, or advantageous to have and/ or are things that you could be trained to do.

Don’t meet every single requirement? Studies have shown that women and people of colour are less likely to apply to jobs unless they meet every single qualification. At Advocacy Focus we are dedicated to building a diverse, inclusive, and authentic workplace, so if you’re excited about this role but your past experience doesn’t align perfectly with every qualification in the job description, we encourage you to apply anyway. You may just be the right candidate for this or other roles. 

	Education and training


	Essential 

	Desirable 

	Professional Marketing Qualification (e.g. CIM qualification, degree)
	The ability to drive and a full UK drivers’ licence


	Minimum of 2 years’ experience in a Marketing role.  
	Experience of Marketing within a Third Sector organisation

	Minimum of 2 years’ experience of design software: e.g. Adobe creative suite, Canva or similar
	Experience of search engine optimisation and using Google AdWords 

	Minimum of 2 years’ experience of managing all major Social Media platforms and a working knowledge of Digital Marketing.

	

	Grade C or above in English (or equivalent)
	

	Achievements, experience, skills & abilities


	Essential 

	Desirable 

	Extensive experience in all aspects of developing and maintaining marketing strategies to meet organisational objectives
	Strong understanding of customer and market dynamics and requirements

	Thorough understanding of branding principles & approach/methods through multimedia including web and social media
	Experience of working within the Third Sector and an understanding of the voluntary sector

	Ability to communicate well with a range of stakeholders

	Knowledge & understanding of the principles of advocacy & empowerment with an awareness of the issues involved

	Ability to work independently or as part of a team
	Abilities relating to inclusive communication techniques

	Ability to work to agreed contract specifications
	Knowledge and experience of using Google Analytics

	Creative thinker, but able to use a structured approach, delivering on time and within budget
	

	IT skills to high level of proficiency, including word processing, spreadsheets & database systems
	

	Confident, resilient, and tenacious with an enthusiastic can-do attitude
	

	Excellent attention to detail

	

	Excellent interpersonal skills and a supportive outlook
	

	Team player, able to ask for and give support to colleagues
	

	Positive attitude to a fast-paced working environment
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