Person Specification 
	Department:
	Leisure, Culture & Tourism
	Date prepared: 
	September 2019

	Division:
	Leisure and Business Development
	Post ref no:
	

	Section:
	Marketing 
	Grade:
	D

	Job title:
	Marketing Assistant
	
	


	
	Essential
	Desirable
	A*
	I*
	T*

	1. Skills and experience
	
	
	
	
	

	Some marketing experience.
	X
	
	X
	X
	

	Experience of formulating, delivering and evaluating marketing & communications plans.
	X
	
	X
	X
	X

	Well-developed, proven organisational skills with the ability to manage time effectively, work to tight deadlines under pressure in a pressurised environment.
	X
	
	X
	X
	X

	Good ICT skills - including experience of using some of the following Microsoft Office, email marketing software, CMS and design software.
	X
	
	X
	X
	X

	Good understanding and knowledge of marketing and communication techniques and their application with a creative and customer-focused approach.
	X
	
	X
	X
	

	Experience of copywriting and proofreading.
	X
	
	X
	X
	X

	Knowledge & understanding of social media as a promotional & advertising channel.
	X
	
	X
	X
	

	A good eye for design and creative flair.
	X
	
	X
	X
	

	Experience of budget management and procurement
	
	X
	X
	X
	

	Understanding of data protection, copyright and IP issues.
	
	X
	X
	X
	

	Experience of working effectively with a variety of internal and external customers, partners and stakeholders.  
	
	X
	X
	X
	

	Experience of administration support work.
	
	X
	X
	X
	

	Experience of PR & Media, including producing and distributing press releases and statements, working at media events, launches, interviews or photo calls.
	
	X
	X
	X
	

	Experience of print production and advertising processes.
	
	X
	X
	X
	

	Experience of developing and managing distribution databases/channels.
	
	X
	X
	X
	

	Knowledge/interest in a broad range of leisure and cultural activities.
	
	X
	X
	X
	

	Experience of working in a leisure or cultural organisation.
	
	X
	X
	X
	

	Knowledge & experience of leisure and/or arts sales & booking software systems.
	
	X
	X
	X
	

	2. Qualifications

	GCSE or equivalent in English
	X
	
	X
	
	

	A relevant degree or equivalent experience.
	
	X
	X
	X
	

	A qualification in marketing/business/communications/sales/management.
	
	X
	X
	X
	

	3. Equalities

	Knowledge and awareness of the Equality Act 2010 and how it applies to this job.
	X
	
	X
	X
	

	Ensure that equality issues are identified, promoted and managed in all areas of your work.   
	X
	
	X
	X
	

	Understanding of disability and cultural diversity in relation to leisure and cultural activities and services.
	
	X
	X
	X
	

	4. Personal qualities

	Excellent literacy and communication skills.
	X
	
	X
	X
	

	Commitment to partnership working.
	X
	
	X
	X
	

	Ability thrive under pressure and to work to tight deadlines with excellent attention to detail.
	X
	
	X
	X
	

	Tactful & diplomatic.
	X
	
	X
	X
	

	Able to work well both independently and as part of a team.
	X
	
	X
	X
	

	Enthusiastic, positive and proactive.
	X
	
	X
	X
	

	Flexibility to work evenings and weekends when required.
	X
	
	X
	X
	

	Ability to travel throughout the city and to regional and national meetings.
	X
	
	X
	X
	

	
	
	
	
	
	

	Friendly, outgoing personality.
	
	X
	X
	X
	

	A good advocator for leisure & culture.
	
	X
	X
	X
	

	Full driving licence.
	
	X
	X
	X
	


* A-Applications, I-Interview, T-Test
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