
 

Job Title MARKETING AND COMMUNICATIONS ASSISTANT 

 
Grade 
Salary 
Hours 

 
Grade: 1 
£18,000 
Hours:  Monday to Friday, 9.00 to 5.00 pm (35 hours per week) 
(occasional work out-with these core hours) 
Full time, 6 months Fixed term (until March 2018) with potential for extension 
 

 
From  

 
ASAP 
 

 
Role 

 
To support the PR, Marketing & Communications activities to maximise the quality, reach and 
effectiveness of RSE publicity and communications  
 

 
 
 

Key Tasks 

 

 To help improve the reporting of RSE media coverage to interested parties 

 To help analyse the RSE’s current output on social media, assist in the development of a 
social media strategy and work to implement that strategy  

 To help increase the impact of the RSE website maximising search engine optimisation 
and growing traffic 

 To monitor the impact of the RSE website through the evaluation of information such as 
Google analytics, working closely with the Impact Officer. 

 To assist in the compilation and collation of content for RSE electronic and print 
publications 

 To create and evaluate key customer/client surveys and to maintain mailing lists for RSE 
audiences 

 To help develop the marketing and promotion of the Enterprise Fellowship scheme 

 To assist in the development of engaging case studies and content for marketing/impact 
usage 

 To help develop marketing materials and channels to promote RSE activities and to assist 
with brand monitoring across the organisation 
 

 
 
 

General 
Competencies /Skills 

 

 
ESSENTIAL 

 

 Good written and oral 
communication skills 

 Good interpersonal skills 

 An understanding/experience of 
digital marketing techniques 

 An understanding/experience of 
Social Media in the workplace 

 Familiarity with desktop publishing 
software such as Quark, InDesign 

 
DESIRABLE 

 

 Marketing Qualification or equivalent  

 Some previous experience in 
marketing, communications, digital 
communications, publications or brand 
management 

 



 

 

and Photoshop 

 High standard of IT skills including 
Microsoft Word and Excel 

 Ability to prioritise, manage time 
well and achieve deadlines 

 
 
 
 

IT Skills 

Word Excel 

 Intermediate level  Intermediate level 

Outlook PowerPoint 

 All skills  Intermediate level 

Integra Database Others 

 General Procedure level 

 Misc procedure level 

 Role specific procedure level 
 

 Desktop Publishing software 

 RSE website content management update 

 Rendezvous Venue Booking system 
 

Staff Management 
Responsibilities 

The post has no staff management responsibilities 
 

 
Responsible to 

 
Deputy Chief Executive 
 

 
Customer Groups 

 

External: The general public, academic organisations and businesses, sister academies, service 
providers 
 
Internal: All RSE Staff & Fellows 

 
  



 

 

 
JOB SPECIFICATION 

 

 To help improve the reporting of RSE media coverage to interested parties 
 

- You will have excellent attention to detail 
- You will understand how a press release works 
- You will have a knowledge of different media outlets 

 

 To help analyse the RSE’s current output on social media, assist in the development of a social media 
strategy & work to implement it 
 

- You will have first-hand knowledge of Twitter and Facebook and understand other social media platforms 
- You will be able to collate, review and analyse information about the effectiveness of our communications 
- You will help to improve the reach and impact of our social media activities 

 

 To help increase the impact of the RSE website maximising SEO and growing traffic  
 

- You will work to increase the number of visitors to the RSE website and the length of each visit 
- You will understand how to tag website content to make it more visible 

 

 To help monitor the impact of the RSE website through the evaluation of information such as Google 
Analytics  

 
- You will produce regular reports and collate information for team meetings 
- You will gather evidence of impact for our stakeholders and funders, working closely with the RSE Impact 

Officer  
 

 To assist in the compilation and collation of content for RSE electronic and print publications   
 

- You will request and compile suitable content for RSE publications both internal and external 
- You will develop a good understanding of the information needs of our audiences 

 

 To create and evaluate key customer or client surveys and to maintain mailing lists for RSE audiences 
 

- You will produce content and develop styles for surveys that maximise the chance of response 
- You will ensure that mailing lists are up to date and that messages are getting to key audiences 

 

 To help develop the marketing and promotion of the Enterprise Fellowship scheme 
 

- You will help to increase awareness of the scheme in universities and businesses 
 

 To assist in the development of engaging case studies and content for marketing/impact usage 
 

- You will help to gather useful evidence of the impact of all our activities, for our stakeholders and funders, 
working closely with the RSE Impact Officer 



 

 

 To help develop marketing materials and channels to promote RSE activities and to assist with brand 
monitoring across the organisation 
 

- You will support all the RSE teams in developing marketing materials, including - fundraising brochures, 
posters/programmes for Events, recruitment advertising 

- You will help to ensure that all internal and external communications adhere to the approved brand 
guidelines 

 
Performance Attributes 

 
Technical skills and knowledge An understanding and experience of digital marketing techniques 

 
Communications skills 

Ability to convey simple information to customers and colleagues in a 
professional manner.   
You will demonstrate excellent attention to detail  
Polite, positive, friendly can-do attitude 

Flexibility / Adaptability 
Team player 

Ability to share relevant information with colleagues  
Ability to co-operate effectively as part of a team 
You will prioritise workload and share information with team members to 
maintain an effective administrative support  

Reliability Working within project deadlines 

Initiative & Problem solving Ability to deal with unexpected situations if required 

 
 
 
General  

You will regularly participate in team meetings and staff meetings and 
demonstrate a keen interest in the rest of the activities within the RSE. You 
will  be aware of RSE messages and priorities and share these externally 
You will demonstrate excellent IT skills including standard office applications, 
with experience of database and digital platforms. You will undertake any 
computer based training course required for your role and  adhere to our IT 
Security Policies 
You will act as a champion for the RSE and act professionally at all times 
You should be adaptable to change and willing to acquire new skills and 
knowledge as applicable to the needs of your role 
You will share our Standards & Values with your colleagues 

 
 


