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JOB DESCRIPTION 

  

JOB TITLE Marketing Assistant 

REPORTS TO Marketing & Research Director 

 

PURPOSE 

 

To assist the marketing and research team in developing, delivering and measuring 

marketing campaigns and research to promote our brands and services. Lead by the 

marketing & research director, the team consists of a digital marketing manager, an events 

manager and a marketing analyst.  

 

The role is challenging, face-paced and varied. It requires a flexible approach and will suit a 

school-leaver looking to start a career in marketing. The successful candidate will learn on 

the job and, subject to passing a probationary period, be given the opportunity to study for 

professional marketing qualifications. 

 

KEY RESPONSIBILITIES 

 

Daily testing of website forms and other interactive platforms to ensure points of customer 

engagement are operational. 

 

Collecting, recording and cleaning data to help the team determined successful and not so 

successful marketing activity. 

 

Administrative support including liaising with suppliers to source quotes, deliver agreed 

services and arrange attendance at events. 

 

Managing the production of marketing collateral for events and to support the sales teams. 

 

Help maintain website including uploading, categorising and linking of copy, images and 

documents to help with search engine optimisation. 

 

Identify and collect information from consultants to be used for case studies, blogs and 

guides. 

 

Writing up case studies and sub-editing copy ready for publication. 

 

Promote the brand and deliver agreed marketing content via social media, and measure 

performance of such activity. 

 

Monitor social media and online forums to identify hot/trending topics which could help 

promote our brand and services. 

 

Support the marketing and research team in day to day activities. 

 

Work with other departments where required to successfully fulfil the role and the business 

objectives of the company. 

 

KEY SKILLS / COMPETENCIES 

 

A Level qualified or equivalent. Would suit a recent school-leaver or someone who is looking 

to start a career in marketing without going to university. 
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Articulate. Strong written and verbal communicator. This role involves lots and lots of copy 

writing so it is crucial that candidates can spell and have a good understanding of English 

grammar. 

 

Resilient. Gets stuck in and achieves results that impact the bottom line with high levels of 

energy and enthusiasm. 

 

Collaborative with strong interpersonal skills. Work with others across the organisation to 

get things done.  

 

IT literate including familiarity with Microsoft Office (Word, PowerPoint, Excel, Publisher) and 

possibly Adobe Systems, although training will be given. 

 

Avid user of social media. 

 

Both internal and external training will be provided to help the successful candidate fulfil the 

role and develop their skills. 

 

DETAILs 

 

Salary: £16-£18k per annum 

 

Hours: 8.30am to 5.30pm Monday to Friday. Weekend and evening work will be required 

occasionally. 

 

Location: Kings Hill. Some travel required to set up and attend exhibitions, trade shows and 

other events.  

 

Benefits: On successful completion of probationary period the Junior Marketing Assistant 

will be entitled to: join the staff pension scheme; join the private health care insurance 

scheme; subsidised membership to David Lloyd Leisure Centre, Kings Hill. Also, financial 

support to train for professional marketing qualifications (subject to terms and conditions). 

 

Holidays: 25 days per year plus Bank holidays.  

 

TO APPLY 

 

Please send your CV and a covering letter by email or post to: 

 

John Nixey 

HR Manager 

Mortgages for Business 

17 Kings Hill Avenue 

Kings Hill 

Kent ME19 4UA 

 

Email: johnn@mortgagesforbusiness.co.uk 
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