


SURREY HEATH BOROUGH COUNCIL

JOB DESCRIPTION


	Service:

	Corporate

	Title of Post:
	Marketing Administrator

	Post Number:

	MMW014

	Responsible to:
	Marketing Executive



MAIN PURPOSE OF JOB

To support the Marketing and Communications team in the delivery of internal and external marketing and communications on behalf of Surrey Heath Borough Council, and all related sub-brands; to residents, businesses and visitors.  






RELATIONSHIPS
	SUPERVISORY RESPONSIBILITY:


	None




	IMPORTANT INTERNAL 
RELATIONSHIPS:






	Marketing & Communications Manager
Public Relations Officer
Marketing & Events Officer
Marketing & Key Projects Officer
Creative Executive
Marketing & Communications Executive
All Staff


	
IMPORTANT EXTERNAL RELATIONSHIPS:



	Local media
General public
Key service suppliers
Partner organisations






MAIN RESPONSIBILITIES/ DUTIES

	Knowledge & Expertise:

· Assist the Marketing and Communications team with project and event support where necessary
· Assist with delivering key communications from the Council on social media and website
· Monitor and report on media activity (social and printed)
· Assistance with the production of the staff newsletter, where possible
· Support with updates the council and theatre website and support web developments as appropriate
· Assign user roles and permissions for CMS for corporate website
· Assist with event administration such as the Business Breakfast and other Corporate events 
· Support with the processing of Purchase Orders and invoices as appropriate
· Maintain content on the staff notice boards
· Assist with creation and collation of photo’s and images for the Councils magazine (HeathScene) and other relevant marketing materials
· Liaison with ICT for intranet support where needed
· Research and prepare news releases and social media posts under supervision 
· Support the Marketing and Communications team with project related work – whether booking photographers, editing powerpoint presentations or updating project plans. 





	Relations with People (Internal & External):

· To develop and sustain effective relationships with all staff in order to promote the work of all council departments and services
· To develop and sustain effective relationships with individual members of staff, enabling them to understand the objectives of the marketing and communications team 
· To understand and support the council’s equality and diversity policy 





	Creativity & Innovation:

· Limited only by policy and practicality, the role requires creative and imaginative work on ways to promote services, drive footfall for events and engage with the media and general public
· To show a creative and responsive approach to work, continuously looking at ways to utilise new and traditional media to promote the Council. Experience of creating video is preferable but not essential. 




	
Financial Accountability:
None directly but a responsibility for effective cost management and a reduction in SHBC costs as far as is practically possible.





	Impact upon the Organisation & the Community:

· Communications has a major impact on how residents see council, with the government placing it third on the list of factors influencing public perception
· Communications has a major impact on how staff view the organisation that they work for — a perception among the public that the council is efficient, competent and hard-working with give staff and members a pride in their work




	Management & Supervisory Responsibilities:
None






	Initiative & Independent Action:

· Required to work within team guidelines and general policy subject to management direction and use discretion in pro-active press release service promoting Council messages






General:

· Able to work outside normal office hours when necessary and assisting with the organisation and delivery of Corporate events.  

· To carry out other duties commensurate with grade of post when required






































