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Marketing Executive

Job title:

Marketing Executive

Grade:


5



Directorate:

External Affairs
Unit:


External Relations
Job purpose

1. Assist the Senior Marketing Officer in promoting the work of the Greater London Authority (GLA). This includes providing co-ordination and support on marketing and communications campaigns across the full marketing mix, including digital and traditional offline channels for short and long term projects. 

2. Provide marketing support on the planning and delivery of integrated consumer focused marketing and communications plans to support GLA policy teams in delivering projects and organisational priorities. Provide effective marketing advice, guidance and administrative support. 

Principal accountabilities 

1. To offer project support to the Senior Marketing Officer and Marketing Manager in the delivery of all aspects of the GLA’s integrated marketing and communication plans and strategies. 

2. Provide advice and guidance to GLA policy officers on all aspects of marketing communications to support the delivery of projects. This will include developing good working relationships with officers, acting as a “gateway” into the External Relations unit and marketing team and assisting with the training and support of policy teams especially in social media, engaging content and email marketing.

3. Provide marketing administrative support to the Senior Marketing Officer and Marketing Manager by arranging marketing meetings, producing contact notes, monitoring and updating action and project plans, assisting with data entry as required.

4. Develop good working relationships with the GLA’s network of suppliers and other external organisations.

5. Provide general support to the Marketing Team. This includes desk research, liaising with suppliers, co-ordinating production (design and supply) with the GLA’s design team and other agencies, maintaining status reports and assisting with campaign evaluations. 

6. Support the Senior Marketing Officer to implement multi-channel campaigns with a focus on press/outdoor advertising, merchandising, distribution, digital advertising, social media, email, and content creation. Working with the GLA’s web team and contracted media agency to implement best practice on tracking, reporting and optimisation.  

7. Contribute to the work of External Relations by adding value to its creative output when brainstorming campaigns and implementing innovative tactics to meet objectives and increase engagement with Londoners.  

8. Adhere to and champion the GLA corporate identity and brand and digital guidelines, at all times, ensuring that all content and materials generated by External Relations is audience focused.  

9. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities, and promoting the diverse needs and aspirations of London’s communities, operating in a politically restricted post.

10. Realise the benefits of a flexible approach to work when undertaking the duties and responsibilities of the role. Participate in multi-disciplinary, cross-department and cross-organisational groups and project teams.

Key relationships 

Accountable to: 
Senior Marketing Officer

Accountable for: 
Resources allocated for the job

Principal contacts: 
External Relations unit (marketing, creative services, web, events and commercial partnerships), other members of staff within the GLA, external organisations and suppliers

Person specification

Technical Requirements/experience/qualifications

Substantial experience within a similar role – working for a high profile organisation

Experience of marketing /advertising across offline and online channels including press, outdoor and digital with a focus on Facebook, Twitter, paid search and content creation

 Behavioural competencies

Research and Analysis

….is gathering intelligence (information and data) from varied sources, making sense of it, testing its validity and drawing conclusions that can lead to practical benefits.

Level 1 indicators of effective performance

· Uses a variety of methods and sources to gather relevant data and information

· Checks accuracy of data and information before using it

· Assesses trends in data and spots connections to draw a meaningful conclusions

· Summaries research outcomes in a clear and concise way

· Focuses on the research goal, working in a systematic way

Planning and Organising

…..is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard

Level 1 indicators of effective performance

· Plans and priorities own workload to meet agreed deadlines

· Advises colleagues or manager early of obstacles to work delivery

· Perseveres and follows work through to completion

· Checks for errors to ensure work is delivered to a high standard first time

· Effectively juggles priorities

Responding to Pressure and Change

…is being flexible and adapting positively, to sustain performance when the situation changes, workload increase, tensions rise or priorities shift.

Level 1 indicators of effective performance

· Stays calm in pressurised and demanding situations

· Responds flexible to changing circumstances

· Recognises when unable to cope and asks others for help

· Demonstrates openness to changing work priorities and deadlines

· Maintains personal well-=being and achieves a balance between work and home life

Organisational Awareness

…is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly

Level 1 indicators of effective performance

· Understands the structure and statutory responsibilities of the GLA 

· Understand how own role and work contributes to team and organisational objectives

· Understand the role of the GLA, the Mayor and the Assembly in relation to Londoners

· Is sensitive to the culture and political context of the GLA and uses it to work effectively

· Treats GLA information as sensitive and confidential

Stakeholder Focus

….is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and mange others’ expectations

Level 1 indicators of effective performance

· Listens to understand requirements without making assumptions

· Demonstrates an enthusiastic and ‘can do attitude’ to all requests

· Provides timely, accurate and personalised responses

· Provides a polite and helpful first point of contact for stakeholders

· Learns from feed-back to improve personal service to others

Building and Managing Relationships

…..is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals

Level 1 indicators of effective performance

· Builds rapport quickly with people at all level and from different backgrounds

· Actively listens to others and is open to their ideas

· Identifies and resolves conflict between self and others

· Makes others feel comfortable and respected by being positive and friendly

· Shares information openly with colleagues within and outside own team
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