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	Identity



	Position title
	Marketing Executive

	Date
	14 February 2016

	Line Manager title
	Senior Marketing Manager

	Grade
	11




	Purpose



(the ‘why’ of the position, within which limits and according to what objectives)
	Why
	
The marketing executive is responsible for providing tactical day-to-day support to the senior marketing manager and the wider marketing team. 
The role is responsible for producing and curating content, developing marketing collateral and contributing to social media activity according to the agreed marketing and communications plans. 
The marketing executive is responsible for administrative tasks such as maintaining distribution lists generated as a result of marketing activities, updating the marketing activity planner and the social media editorial calendar.
The role involves researching, gathering and presenting digital content that surrounds specific subject matter for external channels including social media, content management system 'Source' and the website. The marketing executive takes responsibility for editing and delivering timely and targeted content to segmented external audience including existing and prospective customers, industry influencers and other stakeholders. 
The role also involves working with a wide range of internal stakeholders, including board members, senior managers to operatives. The marketing executive will work closely with the corporate affairs team and the brand and design team to ensure all collateral is produced in line with the SUEZ brand guidelines, as well as the internal communications team to ensure information flow.
The marketing executive is responsible for contributing to the departmental strategy and interpreting business requirements and turning them into actionable plans. 

	Within
	Communications departmental strategy


	According to
	Policies and procedures set by the SUEZ Group, SUEZ recycling and recovery UK, Head of Communications and Senior Marketing Manager.
SUEZ brand guidelines
Regional business plans (I&C)
Corporate Development Strategy
Public Sector Development Strategy







	Key stakeholder interaction network



Senior marketing manager
Communications team
SUEZ Group
Service providers 
External marketing agencies
Suppliers 
Customers of the following divisions:
Industrial and commercial
Corporate Development
Public sector development

Municipal Development

Industrial and commercial
Corporate development 
Public sector development
Other internal departments of SUEZ R&R i.e. customer service.

Marketing Executive


	Ideal candidate experience



Previous experience in a marketing role. A supportive and collaborative attitude. Happy to work as part of a team. 
A recent graduate with qualifications in marketing, business or media.
Excellent creative written and spoken skills. Able to write and produce good quality content under pressure and at short notice. 
Experience in proofreading and copy editing with strong attention to detail and a common sense approach.
Expert in using Microsoft Word, Excel and PowerPoint.  
Experience of using CMS, digital platforms such as Word Press and email automation tools i.e. MailChimp and social media management tools i.e. Hootsuite. 
Excellent interpersonal skills and the ability to translate technical information into a digestible format.






	Area one - administrative support



	Details
	Delivery measure

	Maintain and update marketing distribution lists used for digital marketing and customer communications purposes. Liaise with other internal teams to obtain customer data. 
Maintain list of leads generated by the marketing department and ensure that relevant business development teams receive that information.
Update the marketing activity planner.
Track KPIs set for individual campaigns.
Track results of social media campaigns and report on observed trends and campaign results.
Provide general support to the whole marketing team by helping to deliver projects and initiatives as required.

	Necessary data formatting.

Gantt chart of marketing activity
Each marketing campaign to have targets and ROI to be measured.
Daily, weekly and monthly social media activity measurement.


	In order to
	Ensure the marketing team delivers actions agreed in the marketing plans in timely manner.




	Area two - content development



	Details
	Delivery measure

	Research, write and edit content for a variety of external channels, including social platforms, blog, content management systems etc.
Review, edit and proof content for a variety of customer communications and ensure it meets branding and house style guidelines.
Work with the senior marketing manager to ensure that tactical delivery is in line with the strategic objectives.
Contribute towards team messaging and brainstorming sessions in order to ensure that all materials produced by the communications team remain fresh and creative.


	Analytics i.e. engagement rate, number of views, number of shares. 
Marketing campaigns delivered on time.


	In order to
	Create compelling copy that delivers business objectives.



	Area three - event management



	Details
	Delivery measure

	Assist in the planning, organisation and delivery customer events. This includes managing attendee lists, registration, administrative tasks, venue finding and coordinating content. 
Working with the assistant marketing manager(s) and the senior marketing manager to support them in the events delivery. 
This involves working on all aspects of the project from concept development, event planning, and logistics, working with stakeholders, delegate recruitment etc.
Recording of leads generated during the events.
	Event attendance rates and feedback scores. 
ROI and ROO 

	In order to
	Ensure all events are well organised and meet set objectives and deliver return on investment.



	Area four - customer communications



	Details
	Delivery measure

	With direction and support from the senior marketing manager, work closely with business development teams supporting them in all their customer communications requirements.
Support the implementation of SUEZ customer communications programmes, providing an excellent service to internal and external stakeholders.
	Delivery of objectives set in the strategy documents.

	In order to
	Provide high quality and timely communications to SUEZ recycling and recovery UK's customers - in particular the I&C customers and corporate accounts.











	Please note



1. In line with our Values and Ethics Charter, the job holder is expected to:
Act in an honest, responsible and respectful manner to others.
Be responsible for their own professional conduct.
Comply everywhere and in all circumstances with the laws and regulations connected with their activities.
Comply with our obligations to other parties such as shareholders, associates, clients, suppliers and the community.
Ensure the health, safety and wellbeing of employees, customers and other personnel at all times.
The content of this job description reflects the main duties and responsibilities of the job and are not intended to form part of the contract of employment. SUEZ may revise the content of the role and responsibilities at its discretion.
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