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JOB DESCRIPTION

POST



Marketing Assistant Internship (paid)
RESPONSIBLE TO:

Head of Marketing
SALARY


£24,242.40 (pro-rata)
HOURS



Full-time (37 hours)

DURATION


2 June – 12 September 2025 (15 weeks)




 
Purpose of job

To support the work of the marketing team.
Principal Accountabilities

· Work with the team to assist in the planning of campaigns in line with the Marketing Plan, ensuring maximum ROI and that target audiences are reached in the most effective manner
· Manage the entry and update of content in marketing databases and support entry in the content management system for company websites as required
· Assist with digital marketing including social media, newsletters, presentations, etc
· Report coverage to members via media reports and blog mentions and updating company CRM
· Assist in the production of print and online marketing materials including liaising with advertisers and producing and checking adverts where relevant
· Help the wider team prepare for and attend selected consumer and travel trade exhibitions and member events to support with Visit West presence
· Actively participate in familiarization and press visits in a friendly and professional manner

General responsibilities

· Answer consumer enquiries in an accurate and timely manner, including tourist information queries and sending out visitor guides

· Maintain the databases and use systems fully to maximise the effectiveness of the post holder’s brief
Other
· Take responsibility for achieving all targets set by the Head of Marketing and report on all KPIs where appropriate
· Control budgets allocated to the post holder in accordance with company’s accounting practices ensuring that expenditure limits are not exceeded, and income targets are met 

· Maintain all Visit West design collateral, supply to third parties when requested and ensure company brand guidelines are upheld both in print and online. 

· Deal with enquiries from the public and external organisations in a way that enhances the image of the company’s and the area’s tourism offer

· Liaison with company’s members and organizations

· Collection of data and management of databases allocated to the post holder

· Attendance at exhibitions and at familiarization visits to promote the destination and its public and private sector members

· Maintaining a high level of knowledge of the area’s tourism offer and the use of this knowledge to contribute creatively to the company’s business plan and add value to the area’s tourism industry  

· Carry out duties in compliance with the Equal Opportunity policies

· Carry out work in accordance with current legislation and/or regulations

· Be responsible for own safety and not to endanger that of colleagues/visitors in the workplace

· Undertake other duties as required from time to time to ensure the efficient running of the marketing business unit of Visit West
· The post may require occasional evening and weekend work with attendance at events and exhibitions with prior notice given
