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	Job Title
	Digital Marketing Assistant
	Post Number
	CM818T

	Grade
	National Minimum Wage
	Service Area
	Client Services

	Special Conditions 
	Gap year position, fixed term contract
	Additional Benefits

	Casual Car User

	Authorised by
	Director of Economy and Environment 
	Date
	April 2026



Job Purpose
	The purpose of this role within the Council is:
	Support the Economic Development team’s objectives to support and boost the local economy through leading on the tourism digital marketing, print marketing, assisting regeneration initiatives, tourism activity, and event facilitation/organisation.


	Responsible for demonstrating commitment to working in line with the Councils' values

	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Place Projects Manager 

	The postholder manages \supervises:
	None




	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	1
	Take an active lead on the team’s digital promotion.

	2
	Social Media Management: Planning, creating, and scheduling content across various platforms including Facebook, Instagram, websites, as well as monitoring engagement.

	3
	Content Creation & Copywriting: Drafting blog posts, newsletters, marketing copy, and designing simple visuals or videos in collaboration with the council’s Graphics team, showing the district’s assets and attractions.

	4
	Analytics & Reporting: Monitoring and reporting on website and social media performance using tools like Google Analytics to track engagement and visitor statistics.

	5
	To take an active and responsible role in the delivery and promotion of the area’s USPs, namely local distinctiveness through the asparagus, blossom, plum and salt heritage.

	6
	Lead on the production of annual tourism publications - including the What’s On guide and Blossom Trail leaflet - and specialist targeted material.

	7
	Networking with partner organisations to maximise Wychavon’s opportunities to maintain and enhance the local economy.

	8
	Supporting the work of the area’s tourist information centres through liaison and active participation at popular times.

	9
	To assist in the organisation of a range of public events for which the team have responsibility to support and/or facilitate.

	10
	To assist in the production and distribution of appropriate publicity materials.

	11
	Assist the Economic Development team in undertaking a variety of tasks and events.

	12
	To comply with all relevant Health and Safety legislation and to pursue duties in a safe manner with due regard to health and safety of others.

	13
	To carry out such duties commensurate with the grading of the post as may be required by the Head of Economic Development / Place Projects Manager.





NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	Minimum of two ‘A’ levels or equivalent

	E
	

	Current undergraduate – looking for a one year internship/placement as part of degree course

	E
	




	Experience

	Essential
	Desirable

	Strong understanding of using social media to help create engaging marketing campaigns

	E
	

	Customer service – competently interact with people, face-to-face, on the telephone and via correspondence

	E
	

	Experience of event management

	
	D

	Liaison with community groups and clubs

	
	D

	Knowledge of the local area (district)

	
	D




	Skills Required

	Essential
	Desirable

	Content (media) creation

	E
	

	Ability to travel to locations throughout the district

	E
	

	Good listening, oral and written communication skills

	E
	

	Computer literate and competent in the use of Microsoft-based packages

	E
	

	Good time and project management skills

	E
	

	Ability to work independently to tight timescales

	E
	

	Good interpersonal skills

	E
	

	Photography and video production skills

	
	D

	Knowledge of website CMS – namely Wordpress

	
	D



	Behaviours

	Essential
	Desirable

	Be prepared to work evenings and weekends

	E
	

	Possess a confident and sociable persona

	E
	



Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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