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GOVERNANCE AND CORPORATE AFFAIRS
PERSON SPECIFICATION

POST TITLE:

Marketing Support Officer
GRADE:

  
Band 4
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Qualifications relative to conduct duties within the job description


	· Educated to degree level or working towards an appropriate professional qualification

· Appropriate membership of the Chartered Institute of Marketing


	· Application form

· Certificates



	Work Experience


	· Relevant experience of working within a marketing, environment

· Experience of providing a service to customers

· Experience in effectively using a full range of marketing tools

· Experience of producing briefing notes, marketing copy


	· Experience of working in local government

· Experience of face to face customer relations, and strong networking skills


	· Application form

· Interview

· References

· Assessment



	Knowledge/

Skills/

Aptitudes


	· Excellent verbal and written communication skills
· Good IT skills e.g. Microsoft Office
· Good organisational and problem solving skills

· Awareness of confidential issues and ability to act appropriately to maintain a professional service

· Able to write copy for a variety of marketing materials
· Able to develop innovative marketing ideas

	· Knowledge of the Council structure including political and officer management arrangements
	· Interview

· References

· Assessment



	Disposition


	· Able to work alone and as part of a team

· Able to work under pressure to meet tight deadlines

· Flexible approach to work

· Committed to the principles of Equality and Diversity


	· Able to support colleagues via a positive and enthusiastic approach to Council business
	· Interview

· References 

· Assessment



	Circumstances


	· Prepared to work outside of normal office hours especially to support events


	· Full current driving licence or access to a means of mobility
	· Application form

· Interview
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