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Job Description

	Job Title:
	Business Services & Marketing Administrator

	Role Band:
	2

	Department:
	Business Services

	Reports To:
	Business Services, Membership & Marketing Manager

	Hours / Days:
	Monday to Friday      
	9.00 a.m. – 5.30 p.m.     
	37.5 hours per week

	Job Summary:
	Working to the Fram26 strategy objective responsible for assisting the Marketing Executive in the delivery of appropriate and effective marketing and communications as well as providing administrative support to the business services and membership development teams.


Key Responsibilities and Duties:
1. Marketing Communications
· With support from the Marketing Executive create and produce targeted communications to new and existing members.

· Create and design marketing material including flyers, posters, brochures, adverts and exhibition material as required.

· Create and distribute weekly communications for distribution to all members including video content.

· Ensure staff contact sheet is kept up to date and all leavers / joiners are communicated to the membership as and when required.

· Assist in the design and collating of posts for social media.

· Ensure information on website/portal is managed effectively and updated accurately and regularly.
· Assistant Marketing Executive in collecting content for the newsletters, departmental communications and specialist reports.
· Proof read communications prior to publishing.

2. Event Support
· Provide administrative support to the Marketing Executive in particular collating responses, produce name badges, event registration, support on the day of event if required. 

· Assist in the organisation of all external events in line with the FF events process to ensure all event objectives are met including pre and post event meetings.

· Assist in the production of event promotional / marketing material.
· Assist with staff social events.

3. Membership Development Administration
· Working with the membership development managers to identify and develop regional membership development campaigns.
· Support membership development managers in compiling and distributing new member packs.

· Assist in the efficient and expedient returns of ADF’s.

4. Business Services Administration

· Provide specific administrative support as and when required to the Business Services division including holiday / sickness cover and other periods of absence.

· Provide telemarketing support to other Business Services product areas as required.

· Provide support to other members of the business services team in relation to maintaining spreadsheets and updating the CRM system.

5. General

· Liaise with work colleagues as required.

· Maintain a professional attitude and promote the group wherever possible.

· Participate in internal / external meetings as requested.

· Identify and meet personal job-related training and development as required.

· Undertake telephone liaison with relevant contacts.

· Provide assistance in terms of general and specific business support as required.
· Maintain an awareness of the FF Quality System and report any suspicious / suspected breaches of security to the Quality Assurance Co-ordinator.

Job Specification

Easily commutable to Framlingham

Experience:

Good understanding of digital marketing

Good design skills particularly using adobe creative cloud package

Good telephone manner / communication skills

Strong Microsoft Office / general computer skills




Strong administrative experience requiring high attention to detail




Working within a high-pressure environment and tight deadlines

Personality:

Creative mind
A resourceful team player




Self-assured and motivated




Adaptable and flexible in approach




Upbeat manner with a “can-do” attitude




Ability to learn and assimilate new information quickly




Ability to multi-task

Salary / Benefits:
5% non-contributory pension




22 days holiday plus bank holidays 



Private Health Insurance




Death in Service Benefit




Fram Farmers Membership




Hybrid Working  

