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GOVERNANCE AND CORPORATE AFFAIRS

JOB DESCRIPTION

POST TITLE:

Marketing Support Officer

GRADE:

  
Band 4

RESPONSIBLE TO:
Senior Marketing Officer
Overall Objectives of the Post:

To provide support to the Senior Marketing Officer in the effective delivery of a marketing strategy for the Borough of South Tyneside and the Council.  Helping to ensure the Council delivers high quality marketing activity which meet the needs of stakeholders and which helps to raise the profile of the Borough and the policies and services of the Council.

Key contacts and customers:

Colleagues within the marketing and communications service, service managers, elected members, media colleagues, partners and the general public.

Key Tasks of the Post:

1. You will play an important role in supporting the Senior Marketing Officer to deliver an effective marketing strategy.  You will:

· Use all aspects of the marketing mix including advertising, web, social media, below the line and on line tools including e-CRM in creative and innovative ways.
· Assist in the collation of data to enable reporting against targets and performance measures.
· Be responsible for the implementation of specific elements of the South Tyneside destination campaign to raise the profile of the Borough and its key assets.

· Contribute creative ideas to the marketing strategies for the Borough and the Council.
· Work with stakeholders to help deliver the strategy.
· Assist in the delivery of marketing strategies for key business areas.
· Working with the Press, Web, and Design and Print Teams to provide fully integrated communications solutions.

· Work closely with colleagues in front line services to co-ordinate high quality marketing activity.

2. You will support the delivery of high quality marketing activity. You will:
· Work closely with marketing team members to provide support for all types of marketing activity. 
· Publish information on the intranet/internet via the content management system.

· Co-ordinate all public notices across the Council, liaising with the media as required.

· Research, collate and produce information for campaigns, publications and newsletters.

· Provide support for the internal communications programme.

· Support opportunities to generate income via sponsorship and advertising.

· Support the promotion of marketing policies such as advertising procedure, corporate identity, and social media.

· Encourage the use of Plain English throughout the organisation.

· Provide copy writing support for a range of marketing materials including advertisements, newsletters, publications, web and other forms of electronic media.

3. You will provide flexible, additional support across the organisation as required.  You will:
· Support and attend Council related events, which may take place outside of normal office hours. 

· Lead on the distribution of communication materials and ensure information on locations and contacts is up to date.  Track distribution effectiveness as necessary.

· Ensure information on Council notice boards and public display areas is professional, relevant, and up to date.

· Maintain up to date systems, policies and procedures on behalf of the Communications Service.

· Provide support with the management of communications budgets and financial systems.

· Organise information in alternative formats as requested as part of the Council Equality and Diversity policies. 

· Work with service colleagues to collate customer feedback on communication related issues to help continually improve the quality of the Council Communications service.

· Undertake any other duties that may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined. 

· Understand the Council’s Modernisation and Transformation agenda. 
All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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