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	POSITION  TITLE
	Marketing Executive

	Band
	Executive

	REPORTS TO 
	Communications and Events Manager

	DIRECT REPORTS
	N/A

	ROLE PROFILE UPDATED
	June 2023

	Pay scale
	£23,000 - £28,00

	Contracted Hours
	Part Time (21 hours)

	Close date
	2nd Oct 2023

	Location
	Glasgow, with hybrid working option

	Link to apply
	https://yescotland.peoplehr.net/Pages/JobBoard/Opening.aspx?v=8248dd98-cdca-4591-ab2f-4e7d2e4824d8 



	CORE PURPOSE OF THE ROLE

	Support the Communications and Events Manager in designing, implementing and maintaining an innovative digital engagement and growth strategy which will help to deliver the Enterprise For All strategy for Young Enterprise Scotland.

Support the Communications and Events Manager in designing and developing high quality video content to upgrade our current digital offering, with particular focus on schools in selected low engagement regions. 

Support the Communications and Events Manager in raising awareness of our brand identity, our programmes, and our role as a key stakeholder in Developing the Young Workforce and skills-based learning for all young people.





	KEY ACCOUNTABILITIES & RESPONSIBILITIES

	· Take the lead in planning, filming and editing video content to promote the full range of YE Scotland’s programme offerings
· Support Communications and Events Manager in creating compelling and engaging digital content across media
· Support Communications and Events Manager in working with YE Scotland schools’ team to create appropriate digital content for teacher training sessions and pupil learning sessions.
· Complete and update statistical and administrative information timeously and in accordance with Young Enterprise Scotland partner and funding requirements
· Maintain YE Scotland website and social media platforms
· Any other similar and appropriate work as agreed with Communications and Events Manager to benefit Young Enterprise Scotland
· Stay up to date with sector trends and emerging themes and priorities.
· Attend relevant internal and external meetings to support management and strategic plans and wider partnership plans.
· Participate in regular appraisal and reporting with Line Manager, ensuring own continuous professional development is regularly reviewed and updated



	KEY INTERNAL RELATIONSHIPS

	· Communications and Events Manager 
· Communications and Events Executive
· Chief Executive Officer
· Chief Operating Officer
· Departmental Managers



	KEY EXTERNAL RELATIONSHIPS

	· High level design software and web skills
· External partners
· Funders




	CORE COMPETENCES - SKILLS 

	· Filming/Photography experience essential
· External Digital, Communications and Marketing suppliers
· Competent IT skills/Microsoft Office suite
· Competent design software and web skills
· High level of interpersonal and organisational skills
· Excellent written and oral communication skills
· Excellent and Creative presentation skills
· Confident, knowledgeable and approachable
· Ability to work in a flexible manner to meet the needs of the business with strong Integrity
· The ability to report key information to a manager concisely and effectively
· Task focused and able to work independently

	CORE COMPETENCES - KNOWLEDGE

	· Experience of working and Collaborating with a range of people in a marketing or communications environment.
· An understanding, passion and Enthusiasm for young people and enterprise education.
· Experience in using social media to engage an audience
· Experience of using Adobe Creative Cloud software (InDesign, Illustrator, After Effects, Premier Pro)



	KEY PERFORMANCE INDICATORS

	· TBC 1
· TBC 2




	CONFIRMED ACCURATE DESCRIPTION OF THE ROLE
	Marketing Executive



	EMPLOYEE SIGNATURE & DATE
	



	MANAGER SIGNATURE & DATE
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