
SURREY HEATH BOROUGH COUNCIL

PERSON SPECIFICATION / COMPETENCY FRAMEWORK

Please note:	The criterion specified on this form will be used as guidance when short listing all applications and again at interview.   Please ensure you provide evidence within your Application, giving examples where appropriate, as to how you meet the specified requirement for the job.  Thank you. 

	
Service:
Corporate
	
Job Title: 
Marketing Administrator

	
Section: 
Marketing and Communications
	
Post Number: 
MMW014



	
KNOWLEDGE & EXPERTISE         (Including Qualifications / Education & Training,   
                                                          Experience, Skills / Ability and knowledge)
ESSENTIAL :
· Educated to A Level (or equivalent) standard
· Good copy writing skills and excellent attention to detail
· Good written and verbal communications skills
· Good at multi-tasking and dealing with tight deadlines
· Plenty of creativity and imagination
· Numerate, with good analytical skills
· Effective Team administrator with demonstrable experience 
· Excellent organisational skills
· Competent use of ICT including intermediate knowledge of Microsoft Office
· Experience of using social media applications in a public sector, corporate or commercial environment
· Experience using a Content Management System for website updates and user roles and permissions
· Some experience of using e-shot software and basic photoshop skills 


DESIRABLE :
· Experience working in PR/Marketing/Journalism
· A good understanding of the public sector environment
· Video editing experience




	
RELATIONS WITH PEOPLE:

ESSENTIAL :
· Able to communicate appropriately and effectively with a range of customers, ensuring a non-judgemental and empathetic approach at all times.
· Ability to build positive relationships and communicate effectively with the team; other staff and suppliers where appropriate
· To actively participate in team meetings as required, supporting colleagues and sharing information appropriately
· Able to work as a team player 






CREATIVITY AND INNOVATION 

ESSENTIAL :

· Experience of using social media to engage and communicate creatively and effectively
· The ability to write crisp and accessible copy for a wide range of audiences

DESIRABLE :

· Experience of creating interesting and engaging slide decks and/or video






FINANCIAL ACCOUNTABILITY 

ESSENTIAL :

· An appreciation of getting best value and working within set budgets
· Ability to maintain financial records
· Experience of raising invoices and processing payments









																																																																																																																																																																																																																																																																																													INITIATIVE AND INDEPENDENT ACTION

ESSENTIAL :

· Ability to manage time and resources.
· Ability to work with staff at all levels.
· Proven ability to work effectively, prioritise workload and meet deadlines

PERSONAL ATTRIBUTES

ESSENTIAL :

· Enthusiastic and energetic
· Approachable and communicative
· Ability to work as a team player
· Reliable and flexible
· Ability to remain calm in stressful or busy periods
· Honesty and integrity



MANAGEMENT AND SUPERVISORY RESPONSIBILITY:

NONE


																																																																																																														

