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Job Description
Job Title:
Social Media and Digital Marketing Assistant  
Main Purpose of Job:  
To support the Marketing Manager and E-Business Programme  
Relationships:


Reporting to Marketing Manager
Based at/hours:

North London Business Hub 
 



Full-time 35 hours per week 
(occasional evening and weekend work is required)

Contract: 


1- year Fixed Term (with potential to be extended)
Salary:



£25,000 to £30,000 per annum


Key Role and Responsibilities:
Supporting the E-Business project team to meet profiled milestones and Key Performance Indicators for the programme. 
· Assist the Marketing Manager with general marketing and online marketing of services and funded programmes; 

· Create and update events and webinar/seminar pages on websites (Wordpress and Wix) and Eventbrite;

· Assist with a range of marketing initiatives both on and offline as required; 

· Undertake digital marketing activity including: creating and sourcing images/ videos, e-mails, website, e-newsletter, blog articles and managing social media channels Facebook, Twitter, LinkedIn, YouTube;

· Manage mailing consent lists;

· Prepare social media analytics reports and other analysis of digital marketing;  

· Undertake as directed by the Marketing Manager client surveys, to include use of digital surveys (Survey Monkey) and feedback reports;   

· To assist with the inputting and updating of the Customer Relationship Management database;

· There may be a requirement occasionally to attend seminars or events held in different locations in London and these may be outside of normal office hours i.e. evenings and weekends;    

· Adhere to all Enterprise Enfield policies/procedures for health and safety, quality management, and equalities; 

· Adhere to procedures for proper use and care of equipment/materials under your responsibility;
· Work as part of the Enterprise Enfield staff team; 

· Pursue personal development of skills/knowledge necessary to perform the role effectively;

· Any other duties not specified here that are needed as part of the role.

Person Specification – Social Media and Digital Marketing Assistant 


	Requirement:     E = Essential     D = Desirable 
	E or D



	Experience & Qualifications
	

	Educated to ‘A’ level standard, BTEC/NQF Level 3 Qualification or equivalent in social media / digital marketing
	E

	Similar experience in a previous marketing role for at least 2yrs
	E

	High level of IT literacy (competence in MS Office – Word, PowerPoint, Excel) 
	E

	Experience of social media for example using Facebook, Twitter and LinkedIn, Instagram, YouTube, Hootsuite
	E

	Experienced and confident with sourcing, creating and manipulating images / editing videos – (using software such as Photoshop/ Canva/ Vimeo).  
	E

	Previous experience of databases and specialist software: MailChimp, Wix e-mail marketing, SurveyMonkey.
	D

	Experience of working on websites using Wordpress and Wix
	D

	Experience of working with databases such as Filemaker Pro and with LMS e.g Canvas, Moodle
	D

	Skills & Competencies
	

	Excellent organization skills 
	E

	Excellent interpersonal skills 
	E

	Excellent written skills 
	E

	Excellent presentation and communication skills 
	E

	Prior industry experience in business growth and business support sector 
	D

	Capacity to work under pressure and as part of a team  
	E

	Personal
	

	Willingness and ability to travel potentially to other London Boroughs if required
	E

	Willingness to work flexibly and potentially outside of normal working hours on occasion 
	E

	Commitment to successfully deliver against quality and output targets
	E


This role is located in Barnet and Southgate College (Southgate campus) and will require an Enhanced DBS record check to be obtained prior to appointment.  
Social Media and Digital Marketing Assistant
Signed:  ____________________________  

Dated: ______________________________

Programme Manager

Signed: _________________________________

Dated: __________________________________
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