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JOB DESCRIPTION

MARKETING EXECUTIVE


Reporting to: Campaigns Manager

Business Unit: Marketing

Main purpose of the role:
Help to deliver our member communications programme to build engagement and generate income across learning, training, events and other products. The role supports the marketing team to maximise content and communications across the whole organisation. 


	PRINICPAL ACCOUNTABILITIES
	HOW THEY ARE ACHIEVED
	HOW THEY ARE MEASURED
 
	TIME SPENT 

	Web content publishing via the CMS (Umbraco)



	Update the website with content from various sources. 

Source suitable images for the website. 

Review and edit content on the website ensuring style guidelines and SEO standards are adhered to and that content is tagged for search.

Identify and fix broken web links.

	Website up to date with suitable, branded marketing messages and accurate events and training information.

Website/ online media are utilised effectively.
	30%

	Monthly Email Newsletters

	Coordinate content for the monthly member e-newsletter. 

Coordinate content for the quarterly Events & Learning e-newsletter.

Tailor the content where appropriate to key membership groups, such as students and heads of internal audit.

Manage the email delivery schedule to achieve maximum impact. 

	Target email open and click through rates are measured and achieved. 


	
20%

	Content request coordination and distribution
	Support the marketing team and coordinate requests that come from various areas of the organisation through multiple channels.

Ensure requests are distributed and added to the workflow of team members.

	Requests from other team members are dealt with in a timely way and the team is organised and has clear priorities. 
	
20%

	Social media support
	Working with the marketing team and the Content Editor to support our social media channels – including:
- drafting posts 
- creating assets (using Canva) 
- checking our social media feeds and responding to comments. 

	Social media channels are up to date and supporting marketing objectives.  
	15%

	Marketing support at large events

	Support the Events team at the Audit & Risk Awards and Internal Audit Conference with website updates, production of marketing materials, and branded items
	Effective branding at large events and production schedules run to time.  
	10%

	Other Duties
	Undertaking special projects as directed by the Campaigns Manager.

	Activities undertaken as directed.
	5%




Environment and challenges of the role:
Marketing at the Chartered IIA is designed to raise awareness of various services and events and promote the internal audit industry. The team acts as a service to every other part of the organisation and has responsibility for the website and external communications. This person will need to be highly organised, prioritise multiple requests and work effectively across teams. 

Qualifications, experience, knowledge and skills

Essential:
· 2-3 years’ experience in marketing
· Ability to communicate effectively at all levels, with good influencing skills
· Excellent content editing and writing skills (inc writing for the web)
· Experience in website/online content publishing
· Knowledge of digital channel tools (eg SEO, GA, PowerBi)
· Knowledge of email marketing software (ideally Dotdigital)
· Experience of social media (in particular LinkedIn and Facebook)

Desirable:
· A degree (or equivalent) and/or marketing qualification
· Broad experience of content management systems (ideally Umbraco) 
· Desk top publishing skills - eg Canva, Photoshop, Adobe InDesign, Illustrator etc.
· Knowledge of project/task management tools (like Asana, Trello) 
· Experience of working with CRMs (ideally Microsoft Dynamics)
· Some practical experience of using generative AI (eg Co-pilot, ChatGPT, Claude)


Personal qualities and abilities

· Good inter-personal skills for building a rapport with team mates and colleagues.
· Highly organised with the ability to manage multiple projects to agreed timescales and other parameters.
· An attention to detail.
· A flexible approach - shifting from one project to another as needed. 
· Able to think creatively to suggest solutions and identify opportunities.
· Able to maintain and develop effective business relationships with external suppliers.
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