
 

 

MARKETING & COMMUNICATIONS OFFICER 

                     JOB DESCRIPTION 

 

Reports to:  The Practice Manager & Business Management Team 

Job Summary:   To proactively create, coordinate and see through to conclusion all relevant 

marketing & communications activities and events within the marketing 

budget. 

 

 

Main Responsibilities 

 Promote products and services during events 

 Coordinate the design of promotional material and distribute it in online and offline channels. 

 Experience of developing marketing and digital communication plans 

 Knowledge of relevant legislation: marketing codes, data protection, copyright, and 'model' 

release 

 Advertise company and products/services on various media where required 

 Plan business interviews and press conferences 

 Produce marketing copy for website 

 Craft and send regular newsletters with company updates 

 Managing marketing budgets 

 Track ROI for marketing campaigns 

 Track campaign performance  

 Join media groups and professional platforms to discuss industry-related topics 

 Monitor corporate website and address client queries  

 Deliver performance to the board 

 Network with industry experts and potential clients to drive brand awareness 

 Gather customer feedback to inform team managers 

 Champion the role of marketing and build strong relationships with internal and external 

stakeholders as well as industry partners 

 Excellent written and oral communication skills, including copywriting and editing for varying 

audiences 

 Excellent planning skills, including budget and time management. 

 Sound analytical skills with experience of web reporting tools 

 Ensuring all communications are in line with the company brand guidelines. 

 Plan and implement company events including network events and team activities.  

 Manage the day to day relationship with third-party agencies to deliver the best value for 

money and make sure revenue and business targets are met. 

 Email Campaign 

 Liaising with brand partners 

 Liaise with external branding & social media partners 

 Perform competitive research and provide actionable tips and advice for expanding marketing 

capabilities 

 Assist on leads generation and tracking analysis on digital and web tools 

 Ensure positive representation of the Firm at all times 

 Undertake any training as directed 

 Comply with policies and procedures as set down by the Firm 

 To undertake any additional duties that may be reasonably required 

 



 

 

 

 

 

Knowledge, Experience and Skills required 

 Marketing Degree or Diploma in Marketing (CIM) – or equivalent 

 High standard of written and spoken English 

 Professional conduct and appearance 

 Effective organisational, communications and analytical skills 

 Knowledge of all Microsoft Office applications 

 Working knowledge of social media platforms 

 Close attention to detail, accuracy and proof reading skills 

 Creative outlook 

 Ability to work on own initiative and be proactive and self- motivated 

 Effective time management 

 Fast and accurate data inputting and keyboard skills  


