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Edinburgh Chamber of Commerce 
(Developing the Young Workforce Regional Group) 
 
Digital Marketing and Business Support Executive
Job Description

                       Salary: £27,000 pro-rata         Contract: 17.5 hours per week

The Role:

The Digital Marketing and Business Support Executive will play a key role in the Developing the Young Workforce (DYW) Edinburgh Midlothian and East Lothian. 

The role requires well-developed IT abilities with specific experience of design, web publishing, and social media packages. A creative spark and flair for design is essential.

The Business Support aspect of the role involves managing incoming emails, maintaining asset registers for staff kit and supporting the team with projects and events. 

Digital Marketing and communication in the role involves, yet is not limited to, social media, production of blogs, coordinating newsletter and articles, writing and managing web content and pages along with wider marketing materials.  The role will involve supporting the creation and delivery of campaigns, writing and managing social media posts and activity and digital design for marketing and communications.  You will work with colleagues from a central team and those based in schools across our region, external stakeholders and the wider DYW network. 

The role would suit someone who enjoys planning and organising, writing and using social media and technology to connect with people. It is a busy, creative role and you will need to be pro-active about keeping in touch with the DYW activities.

The post will be within the DYW Edinburgh, Midlothian and East Lothian team, working on the delivery of the objectives set through our grant funding from Scottish Government. We report to an employer led governance structure and are based at the Edinburgh Chamber of Commerce. 

Responsible to: The DYW Digital Marketing and Business Support Executive  is responsible to the DYW Programme Director. 
 
Responsible for: 
No line management responsibilities.

Specific Duties 
· Manage and monitor social media pages, which includes planning and creating regular original brand aligned content/graphics, liaising with partners and responding to messages. 
· Manage the regional Website pages, working collaboratively and coordinating the production of content, maintaining the brand throughout. 
· Creation of, and sometimes working with, suppliers on the production of marketing and content materials for DYW such as campaign toolkits, photography, leaflets, event and programme materials, annual reports and video content. 
· Produce communications content for internal colleagues and external audience, to include media, newsletters, website and case studies.
· Support the organisation for events, activities and meetings, providing minute taking for some meetings.
· Utilise digital tools to support events and activities, including data entry into a Customer Relationship Management Database (CRM).
· Provide business support for projects, events and other team activities.
· Compile communications and marketing analytics for management information.

	Working Pattern: This is a part-time vacancy, 17.5 hours per week. Due to the nature of the role, this is anticipated to be over 5 days, Monday to Friday. However, requests for flexible working will be considered. 

Working Location:  This role will be based at the Edinburgh Chamber of Commerce. We currently have a hybrid approach to working.

This job description is open to review at any time and was last revised May 2026.


































Person Specification: Digital Marketing and Business Support Executive

	
	Essential
	Desirable

	Skills, Ability & Knowledge
	
	

	Confident user of IT systems, including Microsoft Office packages (Word, Excel, Outlook, PowerPoint).
	✔
	

	Experience in communications, marketing, media or a related field, including use of design tools or software.
	✔
	

	Experience of managing social media platforms and delivering social media campaigns for professional or organisational use.
	✔
	

	Experience writing web content, including blogs or articles, with the ability to adapt tone and messaging for different audiences.
	✔
	

	Experience of web publishing and maintaining or updating websites using content management systems.
	✔
	

	Experience supporting business activities within an administrative or business support function.
	✔
	

	Experience using databases or CRM systems to record, manage or report information.
	
	✔

	Awareness or understanding of youth employment initiatives in Scotland
	
	✔

	Personal Qualities
	
	

	Highly organised, with excellent planning skills and the ability to manage and prioritise workload effectively.
	✔
	

	A proactive team player with the ability to use initiative and work independently when required.
	✔
	

	Flexible and adaptable, with a positive approach to supporting a range of organisational priorities.
	✔
	

	Excellent interpersonal and verbal communication skills, with the ability to work effectively with colleagues and external stakeholders.
	✔
	

	Excellent written communication skills, with strong attention to detail and accuracy.
	✔
	

	Qualifications / Experience
	
	

	Relevant qualification or training in marketing, communications, digital media or business administration.
	
	✔
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