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BSAVA ROLE DESCRIPTION

	
Department
	Membership & Marketing Department

	
Job title
	Marketing Assistant (Communications & Marketing Coordinator)

	Manager’s role
	This role reports to the Communications & Marketing Manager

	
Hours
	37.5 hours per week


	BSAVA’s Purpose 
To drive excellence in veterinary practice to improve the health and welfare of small animals.

BSAVA’s Mission

To enable the community of small animal veterinary professionals to develop their knowledge and skills through leading-edge education, scientific research, and collaboration.




	Job Purpose (including how the role relates to BSAVA’s organisational purpose): 
The Communications and Marketing Co-ordinator will play a key role in the planning and delivery of all BSAVA communications and marketing activities. They will help to create, edit, and publish content across all BSAVA’s channels, including the website, social media and email, as well as print and digital marketing materials. 

With a particular focus on member engagement, they will play a key role in developing and delivering engaging and impactful member communications and will contribute to the delivery and achievement of membership acquisition and retention plans.




	As BSAVA staff, we all have a responsibility to uphold the Association’s values.  We expect all staff to always maintain and promote our values, which are to:

· Nurture and support our communities

· Aim for excellence in all that we do

· Strive to be bold and innovative

· Be accountable and trustworthy

· Be rigorous and evidence led




	Staff management responsibility: 
None.



	Special conditions:

Your work location will be outlined in your employment contract. You will be required to attend the office or any other location(s) as necessary for meetings, to receive training and for the Association’s Annual Congress.
This post sits within the marketing team, which is part of the Membership & Marketing department.  The Head of Membership & Marketing is currently reviewing the Association’s communications and membership support services, including looking closely at all communications channels and member journeys. 

This post will play a key supporting role in the ongoing review, and in supporting the delivery of the Association’s 2021-2023 Business plan.



	Main duties and responsibilities:

Communications & Marketing

· Create content to promote membership and other BSAVA products, events and publications using a range of online and offline marketing tools.

· Develop and deliver engaging email campaigns which inform, inspire and enable audiences to act in support of BSAVA’s mission.
· Monitor and evaluate the success of communications and campaigns, ensuring that outcomes are shared and incorporated into planning for future optimisation.

· Use stakeholder or subject research on specialist areas to inform marketing plans, including identifying target markets for campaigns.

· Commission and deliver marketing materials and services, within brand guidelines and working to budget.

Digital

· Develop, manage, and update content for the BSAVA website in-line with the BSAVA brand and tone of voice, ensuring a consistently high quality is maintained.
· Support the day-to-day management of, and help to maintain, the BSAVA website and social media.
· Plan and create multi-media communications materials.
· Help to ensure BSAVA comms and marketing activities are insight led and data driven by carrying out monitoring, tracking and reporting across all digital channels.
Brand

· Ensure consistent branding is used across all communications and channels. 

· Help to maintain and build reputation by acting as a brand champion.

Media & PR

· Monitor the BSAVA press inbox and field incoming media enquiries.

· Create press releases and statements as needed.

· Track enquiries, maintain press clippings and regular reports on media activity.

General

· Provide in-house marketing expertise, support, and advice to staff across BSAVA, helping to develop skills and understanding as needed.

· Stay abreast of developments and trends in the external environment to help ensure BSAVA remains relevant and able to react to trends as appropriate.

· Help ensure that all BSAVA marketing activities are GDPR and PECR compliant.

· Liaise and build relationships with a range of internal and external stakeholders, including BSAVA members and volunteers, third party suppliers and press.

· Carry out other such duties as may reasonably be requested by the Communications and Marketing Manager.

· Perform other such duties as reasonably required and that are within the scope of your role.


Person Specification

	
	Essential requirements


	Desirable requirements

	Qualifications
	Educated to a degree level, or equivalent experience working within a marketing environment.
	Degree / professional qualification in marketing or related subject.

	Experience
	· Experience of working in a marketing role, or similar. 

· Ability to work proactively, using own initiative to accomplish a variety of tasks.

· Experience of delivering effective marketing campaigns utilising a variety of online and offline marketing tools. 

· Experience of working with creative agencies or teams to deliver comms and marketing products or campaigns.


	· Experience of CRM and CMS.

· Experience of event marketing / management.

· Experience of the not-for-profit sector.



	Knowledge and skills
	· Excellent interpersonal and communications skills, with high attention to detail.

· Strong written skills with the ability to create engaging content. 

· Ability to understand, interpret and disseminate complex information for a range audiences and channels.

· Excellent IT skills and confident in the use of MS Office, web, and social media.

· Interest in and ability to report and analyse data.

· Understanding of GDPR and PECR compliance.

· Up-to-date knowledge of marketing and communications tools, and commitment to staying abreast of trends.


	· Knowledge / experience of project management skills.

· Knowledge / experience of evaluating communications and marketing campaigns.

· Experience in using Photoshop and/or other visual design software.
· Good degree of visual literacy.

· Experience of website administration – WordPress preferred.



	Personal qualities
	· Self-motivated and enthusiastic with the ability to work under pressure and manage competing priorities.

· Ability to work collaboratively as part of a team.

· A commitment to the veterinary sector and aims of the BSAVA.


	· Personal knowledge / experience of the veterinary sector. 
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