
 

Job Description 

Office and Marketing Assistant 

Responsible to: Office and Marketing Manager 

Salary: £17,500 per annum 

Hours: Full Time (40 hours) 

 

Job Outline 

Supporting the Office and Marketing Manager to co-ordinate and undertake marketing orientated 

tasks and office operations to achieve the organisation’s marketing strategy. 

This work will be a critical factor for the smooth operation of the Marketing department and the 

attainment of its goals, as well as for the long-term growth of the company. 

Duties and Responsibilities 

▪ Provide excellent customer service to all clients 

▪ Liaise with staff and suppliers 

▪ Handling queries via email, incoming and outgoing phone calls to a professional standard 

▪ Assist the Marketing Manager in the execution of daily marketing activities such as producing 

company literature, press releases, blogs, CRM maintenance, event planning, writing online 

content, proof reading new material, maintaining the website and social media platforms 

▪ Responsible for sending out sales literature 

▪ Update and maintain databases such as staff details, mailing lists, contact and client information  

▪ Pursue relevant tenders and support the writing and bid process 

▪ Monitor market trends and competitors’ products and services 

▪ Provide general sales assistance by developing/generating new leads 

▪ To be a nominated first aider if necessary 

▪ To undertake other reasonable duties commensurate with seniority and grade 

▪ A certain level of flexibility is required with a willingness to vary working hours to meet the 

needs of the business 

▪ Travel to other parts of the UK to visit clients, venues, attend trade shows, exhibitions, wedding 

fayres, training, events, conferences and to other company offices may be required, sometimes 

involving overnight absence from home. 

 

 



 

Person Specification 
 

Essential Desirable 

Qualifications / Knowledge 

Level 2 qualifications (GCSE A* - C or equivalent) in Maths and English   

Degree in relevant field     

Working industry knowledge    

Chartered Institute of Marketing (CIM) qualification   

Skills and Personal Attributes 

Proficiently use a range of IT/office software such as Microsoft Excel and 
Word 

  

Previous office-based experience   

Previous marketing / sales experience   

Excellent interpersonal, oral and written communication skills   

Organisational skills and flexibility   

Self-motivated and enthusiastic   

Can work independently with little or no supervision   

Excellent time management skills   

Excellent numeracy and literacy skills   

Accuracy, attention to detail and problem-solving skills   

Ability to multi-task, prioritise workload, work under pressure and meet 
deadlines 

  

Knows when to ask for assistance and understands when to use their own 
initiative 

  

Good level of competence with design software packages such as Adobe 
InDesign and Photoshop 

  

Creative flair   

Good understanding of social media platforms, tools and marketing   

Strong work ethic and a positive attitude   

Responsible and reliable   

Full UK driving licence and access to their own vehicle   

Honest and trustworthy   

 

 

This job description is not a comprehensive definition of the post. It is provided to assist the post holder in 

understanding their principal duties.  It may be amended however from time to time in consultation with you, 

by or on behalf of the Director, to clarify individual responsibilities within the general framework and character 

of the post as defined above. 


