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Job Description

Marketing Assistant, Part-Time 
St Columba’s House
Accountable to:
Chief Executive
Salary:
£23,000 per annum pro rata for 10 hours per week.
Liaises with:
Chief Executive, Financial Administrator, the Chaplain and the Front of House Administration team
Hours:
10 hours per week. The hours will be worked to a mutually agreed pattern sometime between 8.30am to 5pm Monday – Friday. 


Annual holiday entitlement is 28 days pro rata.
Job purpose:
Maximising the marketing of St Columba’s House to existing and potential clients. Driving more business from existing clients and bringing new clients into St Columba’s House. 
Key tasks:

1. Strategy

· Working with the Chief Executive to maximise usage of St Columba’s House by religious, charitable and non-religious guests.

· To market St Columba’s House according to its agreed marketing strategy.

· Work with the Chief Executive on new strategic planning and projects.

2. Data Capture 

· Widening our mailings list of contacts by gathering data on existing clients and new visitors.
· Ensuring that we have client permissions to contact them with marketing information, or marking their records appropriately if they do not wish to receive information.
· Manage the mailchimp online e-mail marketing list and ensure it is integrated into other data systems.
· Work with our existing systems for data management and investigating improved systems for future implementation.
3. Website
· Ensure existing website is up to date and attractive at all times.
· Google optimisation of existing website and any new alterations.
4. Social Media

· Continually update Facebook and Twitter, linking with other organisations where appropriate

5. Print Advertising 


· Continue the print advertising programme we currently have, supplying artwork and negotiating prices. 
· Pilot new style ads and new publications as part of a trial.
6. Newsletter

· Work with the Chaplain to produce a monthly e-mail newsletter advertising events at St Columba’s House and any special offers. 
7. Promotional materials 
· Prepare promotional materials including in-house programme information, posters, event flyers, general promotional items, etc.
· Develop new promotional materials which may include display materials, mailings, targeted promotional offers, etc.

· Either design and layout items or work with external design agency to produce materials.

· Commission printing of materials and tender printing to ensure cost-effectiveness.

8. Mailings


· Manage our mailing lists effectively.

· Create appropriate mailings for specific interest groups.
· Mail selected materials to relevant interest groups. 
9. Special Offers 

· In consultation with the Chief Executive, develop appropriate special offers and market these offers through a variety of channels, monitoring their effectiveness.
10. Events 

· Organise and co-ordinate Open Days targeted at specific segments of potential clients.

· Market these Open Days effectively.
11. Other tasks

· Any other appropriate tasks that may from time to time be delegated by the Chief Executive. 

· Provide cover for other staff during holidays and sickness.  
· There are opportunities for interested staff to develop special interests that will enhance the work of St Columba’s House, provided that the general duties of the post continue to be achieved.
Person Specification

Essential

· Ability to work with minimal supervision, prioritising workload and managing projects to deadlines.

· Highly organised

· Excellent communication skills.

· Marketing experience, this could be gained from a voluntary or paid role. 

· Experience of content management of websites and social media, this could be gained from a personal or paid capacity. 
Desirable

· Marketing experience within a charitable or religious organisation.
· Layout and design experience.
· Social media experience in a work context.
· Knowledge of InDesign.

· Knowledge of Photoshop.

· Photography skills.
· Press experience.
· An understanding of and sympathy for the ethos of an Anglican Christian organisation and the wider Christian context.
Background information

St Columba’s House is owned by the charity, St Peter’s Home and Sisterhood (registered charity number 240675). Although this post will be working solely for St Columba’s House, the employer is St Peter’s Home and Sisterhood. 
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