PERSON SPECIFICATION
Job Title: Communications Executive

Reporting to: Marketing Manager
Date: Sept 2015
	
	ESSENTIAL
	
	DESIRABLE
	

	Knowledge and Experience 


	· Previous experience at Marketing or Comms Exec or a senior Marketing Assistant level

· Excellent writing skills & the ability to adapt writing style for a range of audiences

· Strong editorial skills, including the ability to present complex copy in a straightforward, jargon-free way
· Familiarity with social media channels & media techniques
· Experience of writing, producing & delivering a range of marketing materials & collateral


	
	· Marketing experience in a legal environment
· Marketing experience in a professional services environment

· Knowledge of the legal sector

· Experience of writing content for blogs

· Knowledge of working with Wordpress CMS platforms

· An understanding of SEO (Search Engine Optimisation) & paid-for web advertising

· Ability to work with external suppliers, incl. designers, printers, partners & consultants 

· Budget management experience


	

	
	
	
	
	

	Qualifications


	· Educated to degree (or relevant qualification) level
	
	· CIM  qualified
	

	
	
	
	
	

	Skills & Competencies

Team Orientation


	· Ability to self-motivate

· Able to generate new ideas, think creatively & find new & original solutions to problems

· Committed to producing professional, high-quality work & shows initiative in improving results


	
	
	

	Communication
	· Ability to communicate with a range of people at all levels, both internal & external to the firm

· Ability to present information clearly, concisely & in a language that appeals to our various target audiences

· Ability to convey information accurately in order to make yourself understood


	
	
	

	People Management


	· Ability to prioritise, manage & deliver your own work within agreed deadlines & to the required standards 

· Able to balance tasks & structure own workload to make the best use of your time & resources, whilst delivering to deadline & within our brand guidelines
· Consults widely, involves key stakeholders in decision-making, whilst encouraging new ideas & opinions from others

	
	
	

	Customer Focus
	· An awareness of the need to satisfy the customer, both internally & externally of the firm

· Presents a consistently positive & professional image throughout all marketing materials & forms of communication


	
	
	

	Results-orientation


	· Takes responsibility for compliance within the quality management procedures, understands document control

· Has a need to be the best & enjoys competitive activities

· Ability to work calmly & rationally to maintain a disciplines approach to the task under pressure of deadlines 


	
	
	

	Problem-solving
	· Able to generate new ideas, think creatively & find new & original solutions to problems

· Ability to makes fast decisions & reach a conclusion quickly
· Able to seek out relevant information to assist with decision making
· Uses own initiative to make sound decisions

	
	
	

	Special Circumstances


	Monday to Friday, 09:00 to 17:15 (one hour unpaid lunch break)
	
	
	


