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	Reports to:
	SCR Growth Hub ESIF Project Coordinator
	

	Employee Supervision:
	None
	Grade:
	6
	Profile Ref:
	104232

	Purpose of the Post

	The Sheffield City Region (SCR) Growth Hub is a partnership between the Sheffield City Region LEP, the Combined Authority and Government. The aim of this initiative is to develop over the coming years, a ‘world class’ system of business support within the Sheffield City Region. 

This post is responsible for providing a high quality marketing and communications service for the duration of the Growth Hub Enhancement Project. 

	Responsibilities

	· To contribute to the development and delivery of relevant plans to ensure effective marketing of the Growth Hub Enhancement Project.

	· To utilise innovative marketing techniques to plan, execute, manage and evaluate campaigns, achieving key performance indicators.

	· To develop, coordinate and execute a comprehensive and varied events programme for the duration of the Growth Hub Enhancement Project.

	· To develop and co-ordinate customer feedback and market research data to be utilised to inform marketing strategies and decision making, sourcing and analysing relevant data.

	· To co-ordinate the effective use of social media to promote services including maintaining relevant social media accounts on behalf of the SCR Growth Hub Enhancement Project.

	· To assist in the generation of communications and marketing activity including news releases, articles, photo and video content, and where applicable, negotiating advertising rates with all advertisers and ensuring cost effective, measurable use of paid advertising space.

	· To improve and ensure effective data capture, developing and maintaining the project CRM data to ensure data quality and consistency. 

	· To support the successful on-going implementation of the project by providing a range of necessary support across all of the ESIF funded Growth Hub Team functions.

	· To prepare and present reports, documentation, data and other information as required, including designing publicity material in liaison with internal and external designers and printers, ensuring compliance with ESIF rules and regulations at all times.

	· To liaise, negotiate and collaborate with internal and external stakeholders including managers, employees and partnership agencies as required, building effective relationships to maximise marketing opportunities.

	· To promote relevant services at all opportunities, developing and maintaining a positive image and reputation, responding to enquiries as appropriate.

	· To undertake budget monitoring and implement a tracking system to review and evaluate the cost effectiveness of marketing activity.

	· To assist in the organisation of Growth Hub events in order to promote relevant services as required.

	· To undertake any other duties commensurate with the role as requested by management.

	Education and Training
	Measure
	Rank

	· Level 4 qualification in a relevant discipline.
	A/C
	E

	· Relevant professional qualification in communications, marketing or a related discipline.
	A/C
	D

	Relevant Experience
	Measure
	Rank

	· Experience in a communications and/or marketing related role.
	A/I
	E

	· Experience of working on an ESIF funded programme, project or organisation
	A/I/T
	D

	· Experience in the organisation and execution of a programme of events, designed to fit a specific given brief. 
	A/I/T
	E

	· Experience of providing complex information to individuals both face to face and over the phone.
	A/I
	E

	· Experience of presenting information to groups and/or large numbers of people.
	A/I
	E

	· Experience in undertaking promotional activities.
	A/I
	E

	· Experience of developing systems and databases, monitoring, analysing and presenting data.
	A/I
	D

	· Experience of successful partnership working with a range of organisations.
	A/I
	E

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of communications and marketing techniques.
	A/I
	E

	· Knowledge and understanding of social media.
	A/I
	E

	· Knowledge of European funding eligibility, practices and principles.
	A/I/
	D

	· Knowledge of partnership working practices and principles.
	A/I
	E

	· Knowledge of the functions and activities of the SCR and its key partners.
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Good communication, negotiation and interpersonal skills with the ability to deal with a variety of internal and external stakeholders.
	A/I
	E

	· Ability to produce, distribute and evaluate marketing materials and campaigns.
	A/I/T
	E

	· Excellent organisation and time management skills with the ability to work under pressure and meet deadlines.
	A/I/T
	E

	· Ability to produce and deliver quality documentation and presentations, ensuring they are suitable for particular audiences.
	A/I/T
	D

	· Ability to work on own initiative as well as making a contribution as part of a team.
	A/I
	E

	· Effective customer care skills, including how to manage customer expectations.
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the business.
	A/I
	E

	· Commitment to continuous improvement and development.
	A/I
	E


This post is part funded by the England European Regional Development Fund as part of the European Structural and Investment Funds Growth Programme 2014-2020.


