Job Description

Job Title:



Marketing Officer
Grade: 



3
Department:



Marketing

Reports to:



Senior Marketing Officer
PURPOSE OF ROLE:

To support the Senior Marketing Officer and Marketing Manager in developing, implementing and evaluating the marketing campaigns for Red Nose Day 2011.  
Specific Responsibilities

1. IMPLEMENTING AND EVALUATING THE RED NOSE DAY 2011MARKETING CAMPAIGN 
· Help communicate and implement the overall RND11 marketing strategy across all offline channels to engage the public with campaign activities

· Support the implementation of the marketing campaign internally, working with relevant teams within Comic Relief to ensure all communication plans are reflective of the brand(s) and messaging
· Monitor and analyse messaging and activity during the RND11 campaign to highlight opportunities and gaps 
· Evaluate and debrief on specific elements of the RND11 marketing campaign for use in future planning. 
2. BRANDING

· Support the Senior Marketing Officer and Marketing Manager to ensure our brands are reflected and communicated in the most relevant and effective way across our campaigns, staying true to our brand values

· Be a brand ambassador, helping to ensure the correct use of our logo(s) and branding across all offline channels 
· Work with relevant internal and external contacts to support on branding/logo use queries
3.   RND 11 MARKETING MATERIALS
· Project manage the delivery of all printed campaign marketing materials, to include: 

· Developing inspiring, clear and insightful briefs relevant to the audience and working closely with the Creative department to ensure the delivery of effective creative solutions

· Monitoring the print budget: capturing all costs and flagging issues as necessary, to ensure the project is delivered on budget 

· Work with the CRM Team to deliver data for mailings 

· Working closely with the Campaign Management and Creative Services Teams to ensure all materials are delivered on time 

· Coordinating the project team and work across the organisation to ensure information is shared effectively 
· Managing the input and approval process for all materials 
3. ADVERTISING CAMPAIGN 
· Deliver the advertising campaign for RND11, working creatively with very limited resources
· Secure advertising space from key media owners, using limited financial resources in the most effective and targeted way
· Propose use of the Advertising budget to ensure that it is spent in the most effective way possible 
· Implement the advertising strategy in line with the overall marketing strategy through creative briefs and working closely with the Creative team.
· Manage the input and approval process for all materials 

· Work closely with the regional marketing and media teams to ensure synergy and implementation 
4. MARKET RESEARCH 

· Identify Red Nose Day campaign research needs, working with teams across the organization 
· Produce and gain approval on the research proposal for Red Nose Day 2011 

· Project manage campaign market research requests by drafting research briefs and managing the research process 
· Build, maintain and manage relationships with market researchers ensuring effective delivery
· Manage the Comic Relief online panel, liaising with the research agency and internal colleagues to generate questions and share learnings.
· Effectively communicate research findings to inform plans, briefs, and wider organisational discussions. 
5. GENERAL

· Be completely self servicing and undertake all administration as required
· Be an active and constructive member of the Marketing Department

· Work across the organisation to ensure all activities reflect the values of Comic Relief and are developed with integrity
· Keep abreast of marketing developments to ensure we identify and take advantage of new opportunities, particularly in the areas of market research and advertising
· Ensure we express diversity across our marketing materials and communications

· Undertake specific elements of marketing projects as and when required. E.g. co-coordinating and assisting in strategy brainstorms; preparation and organization of creative brainstorms; branding projects etc

· Undertake any relevant work as delegated by the Senior Marketing Officer or Marketing Manager and deputise where necessary
· Line-manage an intern, delegating tasks as appropriate and ensuring they have a positive experience at Comic Relief that provides them with development opportunities 

PERSON SPECIFICATION FOR: MARKETING OFFICER





Grade: Officer
	EXPERIENCE       
	WHY
	IMP.
	Application
	Interview

	Extensive experience working in a marketing environment
	To help manage and implement complex marketing projects within a fast paced campaign environment and to provide marketing support to the Marketing Manager
	Ess.
	(
	

	Experience in developing and implementing marketing campaigns 
	To help implement the marketing and advertising strategy and advertising strategy across the organisation and through external channels and to develop the advertising strategy/campaign in line with the overall marketing campaign
	Ess.
	(
	

	Experience of briefing creative teams to secure effective creative solutions 
	To brief the Creative Communications Department in the delivery of marketing materials
	Ess.
	(
	

	Experience of working with major brands
	To take responsibility for and help manage branding and logo use across the campaign(s)
	Ess.
	(
	

	Project Management 
	To manage large complex projects to ensure delivery on time and within budget
	Ess.
	(
	

	JOB SKILLS 
	WHY
	IMP.
	Application
	Interview

	Attention to detail
	Able to produce work, which is consistently accurate, which makes sense and which fits the purpose for which it was intended. Able to highlight omissions/errors within documents.
	Ess
	(
	(

	IT literacy in MS Windows and MS Office
	Is able to create and edit documents using word processing or spreadsheet software, and to store and retrieve them on the network.  Is able to use e-mail, an electronic calendar and the Internet effectively.


	Ess.
	
	(


	JOB SKILLS cont.
	WHY
	IMP.
	Application
	Interview

	Communication Skills
	To be competent in both written and oral communication – particularly in terms of preparing documents with a clear expression of information and speaking clearly, confidently and effectively in meetings. Be able to prepare effective briefs
	Ess.
	(
	(

	Risk awareness
	Before acting, considers the consequences of what they do on their work, their colleagues and on Comic Relief as a whole.
	Ess.
	
	(

	Relationship Management
	To build and maintain relationships with internal and external contacts and stakeholders
	Ess.
	
	(

	Research
	To project manage market research and work closely with research agencies to deliver learnings
	Ess.
	
	(

	Time Management 
	Can be relied upon to turn up for work on time.  Able to prioritise work in order to get important tasks completed by the appropriate deadline.  Allows sufficient time to prepare for important events or meetings.  Seeks support when demands outweigh the available time.
	Ess.
	
	(

	Problem Solving
	To find quick solutions to problems that arise and have the ability to identify a potential problem before it has arisen.
	Des.
	
	(

	Analytical Skills
	To evaluate the success of a project and make recommendations for the future. To analyse vast amounts of data and put it into a coherent and concise document to share with others
	Ess.
	
	(

	KNOWLEDGE        
	WHY
	IMP. 
	App
	Int

	Marketing principles and techniques
	To ensure the development and implementation of the brand(s) and campaign in the most effective channels
	Ess.
	(
	(

	KNOWLEDGE   cont.
	WHY
	IMP. 
	App
	Int

	Understanding of segmentation and audiences
	To facilitate understanding within the organization of target audiences and to ensure audiences are at the heart of the campaign(s)
	Des.
	(
	(

	An understanding of the definition of confidentiality.
	To handle sensitive information.
	Ess.
	
	(

	Able to outline the mission of Comic Relief and awareness of one of our campaigns
	Shows commitment and interest in CR
	Ess.
	
	(

	An understanding of Diversity
	In order to be able to promote diversity throughout the organisation
	Des.
	
	(

	QUALIFICATION/OTHER REQUIREMENTS
	WHY
	IMP.
	App
	Int

	Willingness to work long hours on occasions
	In order to meet campaign deadlines
	Ess.
	
	(

	
	
	
	
	


