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Job Profile comprising Job Description and Person Specification
Job Description
	Job Title: 
Marketing and Events Assistant 
	Grade: 
Scale 1

	Section: 
High Streets and Local Growth
	Directorate: 
Growth and Place

	Responsible to following manager:
Tourism and Investment Marketing Manager
	Responsible for following staff: N/A



	Post Number/s: 
RWCE830
	Last review date: 
March 2021




Working for the Richmond & Wandsworth Better Service Partnership

We’re Richmond & Wandsworth Better Service Partnership, the shared public service team for Richmond and Wandsworth Councils. Like any local authority, our role is to deliver the agenda of our elected members on behalf of the people who live and work in our part of the world. We deliver key services to our communities including social care, public health, children’s services, housing and regeneration and environmental and community services. 

Our joint workforce creates efficiency and resilience by bringing more creativity to the way we work, more objectivity and adaptability too, helping us deliver better services for all our residents.

We’re here to help our communities thrive in a changing world, and to be there for the people who need us most we believe we need to keep adapting. That’s why, at Richmond & Wandsworth Better Service Partnership, you’ll be at the forefront of innovation in local government, and we’ll invest in you and offer you opportunities to grow in a way only our unique organisation can. 








Job Purpose 

· To support the Tourism and Investment Marketing Manager to deliver visitor action plans and promotional programmes
· To support the successful marketing and delivery of events and initiatives  

Specific Duties and Responsibilities

1. To support the development of content and promotional material related to visitor action plans, including directories, guides, trails, videos, etc.

2. To support the marketing and events activities linked to the Visit Richmond Partnership, including compilation of the annual guide, website and social media accounts

3. To support the production of area based promotional and marketing material, including inward investment publications

4. To support the collection of data and information related to the visitor and tourism sector and from promotional campaigns to inform marketing and communications activities.

5. To support the delivery and marketing of events run by the Council or in partnership with others.

6. To support the maintenance of up-to-date contacts databases, in line with SSA Information Governance and Security policies, by collecting, checking and inputting information.

7. To support responses to enquiries relating to partnerships and campaigns, including checking of mailboxes and social media accounts, logging of enquiries and channeling to the appropriate member of staff.

8. To support other services and initiatives in the High Streets and Local Growth team as advised by the Tourism and Investment Marketing Manager

9. To identify areas of personal and service development in order to acquire new skills and experience and to contribute to high quality services.  

Flexibility to work occasional evenings or weekends to meet business needs.

Generic Duties and Responsibilities

· To contribute to the continuous improvement of the services of Richmond & Wandsworth Better Service Partnerships.

· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection, handling complaints and health and safety.

· To adhere to security controls and requirements as mandated by Richmond and Wandsworth procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems

· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand both Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the roles within the Councils.

· The profile is not intended to be an exhaustive list of the duties the post holder will carry out. Other reasonable duties commensurate with the level of the post, including supporting emergency and priority situations, will form part of the role.
Additional Information 
· [bookmark: _Hlk218797527]Flexibility to work occasional evenings or weekends to meet business needs. 
Team structure



Person Specification

	Job Title: 
Marketing and Events Assistant 
	Grade: 
Apprentice

	Section: 
Economic Development
	Directorate: 
Chief Executive’s Group

	Responsible to following manager:
Tourism and Investment Marketing Manager
	Responsible for following staff:


	Post Number/s: 
RWCE830
	Last review date: 
March 2021




Our Values
THINK BIGGER
    EMBRACE DIFFERENCE
CONNECT BETTER
LEAD BY EXAMPLE
 PUT PEOPLE FIRST


Our Values are embedded across Richmond & Wandsworth Better Service Partnership and throughout all roles and responsibilities at all levels of the organisation. Please familiarise yourself with our values as they are an integral part of our recruitment and selection process.
 
	Person Specification Requirements

	Assessed by 
A/I/T/C 
(see below for explanation)

	Knowledge
	Essential
	Desirable
	Assessed

	Awareness of marketing and promotional plans and activities
	E
	
	A/I

	Knowledge of a range of media channels, especially social media channels
	E
	
	A/I

	Awareness of events management and organisation
	
	D
	A/I

	Experience
	Essential
	Desirable
	Assessed

	Work on the production and design of communications and publicity materials
	
	D
	A/I/T

	
	
	
	

	Experience of supporting events
	
	D
	A/I/T

	Experience of marketing and communications activities
	
	D
	A/I

	Skills
	Essential
	Desirable
	Assessed

	Good written communication skills, including understanding of different audiences and circumstances.
	E
	
	A/I/T

	Use of web-based marketing/content management/newsletter tools
	
	D
	A/I/T

	Use of popular social media channels and applications
	E
	
	A/I/T

	Good organisational and planning skills
	E
	
	A/I/T

	Qualifications
	Essential
	Desirable
	Assessed

	N/A
	
	
	



A – Application form / CV
I – Interview
T – Test
C - Certificate


Head of Economic Development


Head of High Streets and Local Growth


Local Growth Manager


Local Growth Officers x 2


Tourism and Investment Marketing Manager


Marketing and Events Assistant


Local Growth Information Officer
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