
 

  

 
Job Title: 

Marketing Assistant 
Department: 

Marketing 
Reports to: 

Marketing Manager 
 

 
Main Purpose of Job 
• Implement marketing plans for all group companies and evaluate activity to ensure all 

timescales and budgets are met, in addition to supporting the whole Marketing department. 
 

 
Main Duties 
• Organising direct mail campaigns, corporate hospitality events, exhibitions and email 

campaigns for both B2B and B2C; 
• Organising quotes and purchase orders; 
• Liaising with suppliers and external agencies; 
• Administration of work and approvals; 
• Assisting with online & offline campaign implementation;  
• Campaign analysis; 
• Providing a support role for marketing projects. 

 
 
Key Success Criteria 
 
A. Individual Performance Indicator 
 
1. Deadlines 
2. Accuracy 
3. Campaign Analysis 
4. Status Reports 

 
 
 
B. Expected Deliverable 
 
1. Prioritising your workload to ensure key 

deadlines are met. 
2. No errors in marketing copy. 
3. Report on all weekly/monthly marketing activity. 
4. Regularly liaising with internal/external suppliers 

and colleagues for updates on all live tasks. 

Behavioural Competency Profile 

• Business Awareness:   1  2  3  4  5 
• Change Management:   1  2  3  4  5 
• Communication:            1  2  3  4  5 
• Customer Focus:           1  2  3  4  5 
• Improvement:                 1  2  3  4  5 
 

 
 
• Leadership & People Mgmt:         1  2  3  4  5 
• Planning & Organising:                1  2  3  4  5 
• Quality:                                           1  2  3  4  5 
• Team Working:                              1  2  3  4  5 

 
Technical Skills 
• PC skills including MS Excel and Word (including mail merge) 

 
 
Qualifications/ Knowledge/ Experience required 
• HND/Degree 
• Some marketing experience 

 
 

Marketing Assistant 


