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Key Details 
	Job name:  
	Assistant Marketing Manager

	Reports to:  
	Marketing Manager

	Base location:  
	Dunfermline 



Our Values

	Caring. Pioneering. Real. These are the values Pet Blood Bank UK is built upon. Our values bind us together as a charity and guide everything we do. We expect every team member to know, understand and embody our values, helping to build our reputation as a pioneering, caring and practical charity. Read more about our values. 



Job Purpose

	[bookmark: _Hlk48835712]The Assistant Marketing Manager plays a key role in supporting the Marketing Manager and team to deliver the charity’s marketing and fundraising strategies, taking ownership of defined projects and supporting the day to day running of the department.
You will work closely with the Marketing Manager and team to build awareness of the charity, maximise opportunities to grow our donor base and supporters, and engage and retain our community. You will also support the smooth running of the marketing department and team in the absence of the Marketing Manager.
You will act as a brand custodian for the charity, ensuring all communications, marketing activity, and materials adhere to the brand guidelines and our values. You will work collaboratively across the organisation, building strong relationships with colleagues, partners, sponsors, and supporters to help maximise the charity’s reach and impact as we grow. 
Specific tasks and duties are set out in the key responsibilities below.
All Pet Blood Bank Staff are expected to show the utmost respect for donor welfare and promote the charitable aims of the organisation. Compliance with Good Manufacturing Practice is always required.



Key Responsibilities
· Work closely with the Marketing Manager to deliver the marketing strategy for the year in line with the overall strategy for the charity.
· Take responsibility for defined projects within the marketing plan, delivering against agreed goals and objectives.
· Review and approve marketing materials and communications produced by the marketing team to ensure they adhere to the charity’s brand guidelines.
· Oversee the day to day management of the charity’s digital platforms, including website and social media, ensuring content meets brand guidelines and is accurate and up to date.
· Ensure external communications, including newsletters and social media, are delivered in a timely manner by the marketing team.
· Support the development of the donor/recipient case study library for both clinical and non-clinical cases. 
· Support the development of branded literature and merchandise to ensure it reflects the Pet Blood Bank brand and values. 
· Support the marketing team with handling PR and media enquiries, working closely with other members of the wider team to ensure the smooth running of any media coverage. 
· Take part in media coverage as a media spokesperson for the charity. 
· Provide marketing support to the Donor Admin Team and Regional Collection Teams to raise awareness of the charity among the pet owning public.
· Support the annual delivery of the Heart of Pet Blood Bank Awards by the marketing team. 
· Manage marketing support requests from other PBB team members, ensuring these are handled appropriately and in line with the marketing plan.
· Work closely with the Marketing Manager and marketing team to deliver the fundraising strategy for the year, identifying new opportunities for funding and growth, supporting our supporters, running campaigns, and maximising income. 
· Work with the Marketing and Fundraising Development Officer to proactively seek new opportunities across all fundraising and funding income streams, including trusts, corporates, legacy, community, and individual giving. 
· Support any partners, sponsors, and corporate or veterinary supporters of the charity. Work with the Marketing Manager and team to develop and maximise these relationships and identify opportunities for new ones. 
· Work closely with and support the Events Coordinator with delivering the events strategy for the year and maximising the opportunity of our attendance at events.
· As an employee of Pet Blood Bank UK, you are expected to take part in events organised or supported by the organisation. Some of these events may occur outside of regular working hours. Wherever possible, we will provide reasonable advance notice of event dates and details. Your participation is considered a valuable and integral part of your role.
· Support CPD and training events where required, liaising with relevant members of the team to ensure enquiries are dealt with in a timely manner. 
· Support the development and delivery of our volunteer programme. 
· Support the delivery of our customer strategy and customer focused campaigns. 
· Oversee KPIs for the department and produce regular performance reports.
· Take part in a rota to monitor social media channels across the weekend.
· Assist as required with all marketing and charity activities to ensure PBB can deliver its service in a professional and timely manner.
· Deputise for the Marketing Manager during periods of absence, covering tasks including (but not exclusively): 
· Supporting the day to day running of the department and marketing team, escalating any concerns to the Senior Management Team
· Working with the Managing Director and Senior Management Team 
· Maintaining good communication with other heads of departments to ensure the marketing team supports the PBB service
· Keep all PC systems as well as hard copy files updated on a regular basis to ensure the correct information is held. 
· Maintain good communication with the rest of the Pet Blood Bank team throughout your activities. 
· If driving the Pet Blood Bank car, follow the Highway Code and Pet Blood Bank Driving Guidelines.
Basic Terms and Conditions
	1 Hours
	24

	2 Travel
	Travel may be required

	3 Notice period
	As per Contract

	4 Probationary period
	6 months

	5 Meetings
	Attend staff meetings

	6 Training
	PBB Induction Training



	
	Essential
	Desirable

	Qualifications
	Marketing or business degree (or equivalent experience) 

	

	Specialist Knowledge
	3 years of marketing or agency experience 
Media trained or experience in public speaking 
Microsoft Office skills 
	Charity or third sector knowledge 
Fundraising experience
Pet market knowledge and understanding 
Google Analytics and PPC


	Practical Skills
	Excellent verbal and written communication skills 
Effective time management
Excellent customer service 
Strong attention to detail
Ability to travel 
Ability to deal with different levels of clients (e.g., pet owners, vets, media) 

	Experience writing funding applications 
Experience working with fundraisers and volunteers
Experience of working with the media 

	Personal Skills
	Ability to work independently 
Confident 
Proactive and enthusiastic 
Creative
Self motivated 
Ability to empathise with pet owning public 

	Passionate about animals 




	Staff Name
	Signature
	Date

	

	
	

	Line Managers Name
	Signature 
	Date
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