JOB DESCRIPTION
	Job Title: Communications Executive
Reporting To: Marketing Manager
Responsible for: n/a
Department: Marketing 

	Date: Sept 2015
Location: North Street (travel to other offices may be req’d)


	Job Summary:

To support the Marketing department in implementation and delivery of all communications activities on behalf of the firm and our practice areas. The post holder will work with the Marketing Manager across a range of marketing channels, supporting website, social media, PR and e-marketing activity.

This is an excellent opportunity for an enthusiastic marketing or communications executive with a flair for copywriting or an experienced marketing assistant looking for more responsibility in a broader communications role. 


	Key Responsibilities:

Website(s) & online:

· Ownership of multiple social media channels (incl. Twitter, Facebook, LinkedIn & Google+), being proactive in scheduling & delivering content, managing interactions & ensuring updates are relevant

· Providing support in managing our websites, including posting blogs, adding content & making copy changes through CMS, as required
· Regularly drafting new blog content, writing complex information in a straightforward way & adapting your style for different audiences

· Writing web content, ensuring that it’s simple & engaging with targeted keywords & phrases

· Producing our quarterly client e-newsletter, writing content & ensuring timely delivery
Marketing collateral:

· Writing, producing & managing a range of marketing materials, including brochures/leaflets, factsheets & advertorials, making sure all communications adhere to our writing style & are grammatically correct
· Working with our design agency on artwork, ensuring that changes are made & within brand guidelines
Firm-wide activities:

· Responsibility for external industry award submissions & ownership of directory submissions
· Support of events, including internal, marketing & social events
· Support of PR activity
· Supporting the firm’s charitable policy & promoting fundraising activities on behalf of the firm
· Acting as ‘brand champion’, ensuring the correct use of our logo across all marketing channels
· Any other reasonable duties as directed by your manager
External suppliers:

· Liaise with external suppliers, including web and design agencies, printers, legal and regional media, and any others to ensure  that projects are delivered in a timely manner



	Signed by Job Holder: (Print Name) ……………………………………….

                                        Signed: …………………………………………….

                                        Date: ………………………………………………..

 


