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	Reports to:
	Head of Commercial and  Operational Service Support
	

	Employee Supervision:
	2 Managers
8 Employees
	Grade:
	10
	Profile Ref:
	91451

	Purpose of the Post

	The post holder will be responsible for the overall management of the service area and the marketing of services including the marketing strategy, maximisation of orders, and the maintenance of existing and development of new markets.

	Responsibilities

	· Be responsible for the development, planning and implementation of relevant marketing plans and business strategies, including advertising and PR in order to drive customer satisfaction, revenue growth and client retention.

	· Be responsible for the co-ordination of all sales, marketing, advertising and promotional activities across the service area, identifying and increasing new market and customers for products and services.

	· Conduct market research to determine market requirements for existing and future products, analysing customer research, current market conditions and competitor information.

	· Develop, implement and manage marketing plans and projects for new and existing products, monitoring, reviewing and reporting on all marketing activities and results to identify future opportunities and product development.

	· Undertake complex data analysis to evaluate the effectiveness of sales, methods, costs and results to inform decision-making in relation to market trends, projections and the development of new lines/services.

	· Act as a lead on resolving complex queries, issues and disputes arising from service users, contractors and service providers, ensuring a seamless service as well as a provision of professional advice, guidance and information, including dealing with complaints and difficult customers.

	· To be responsible for ensuring the highest levels of customer service are delivered across the service area, promoting best practice and techniques designed to put the customer at the heart of the service.

	· Provide professional advice, guidance and information in relation to sales, marketing activities and services as required.

	· Prepare and present reports, documentation, statistics, data and other information as required, ensuring it is appropriate for the relevant audience.

	· Liaise, negotiate, influence and collaborate with internal and external stakeholders including managers, employees, councillors, members of the public, partnership agencies, vendors, distributors and the media.

	· Work with professional leads and participate in the preparation, development, issuance and delivery of sales materials, exhibits, promotion programmes and products.

	· Promote relevant services at all opportunities, developing and maintaining a positive image and reputation, responding to sales enquiries as appropriate and ensure website content is refreshed regularly.

	· Assist in the development of a pricing strategy as well as deliver marketing activity within agreed budgets and available resources.

	· Keep abreast of wider developments including the online marketing landscape and trends, and local and national media, which have implications for service delivery, to satisfy internal and external demands.

	· To play a key role in the management and leadership of employees, providing direction and co-ordination of workloads, support and guidance, assisting with recruitment, motivation, training, welfare and discipline issues as appropriate and proactively manage conflicting demands from clients, customers and services users.

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

	Education and Training
	Measure
	Rank

	· Level 6 qualification (e.g Degree) in Business and Marketing or related subject.
	A/C
	E

	Relevant Experience
	Measure
	Rank

	· Substantial experience of working within a sales marketing related environment.
	A/I
	E

	· Substantial experience in planning marketing strategies, advertising campaigns, and successful public relations efforts.
	A/I
	E

	· Experience of direct customer interface.
	A/I
	E

	· Experience of sales management, encompassing marketing, finance and business planning.
	A/I
	E

	· Experience in all aspects of developing and maintaining market strategies and plans which drive client satisfaction, revenue growth and client retention.
	A/I
	E

	· Proven experience in customer and market research and undertaking data analysis.
	A/I
	E

	· Proven track record of reaching and exceeding sales revenue goals.
	A/I
	E

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of the key issues, developments and current thinking around sales and marketing of the relevant products and industry.
	A/I
	E

	· Knowledge of contracting, negotiating and change management.
	A/I
	E

	· Knowledge of structuring sales quota goals and revenue expectations.
	A/I
	E

	· Working knowledge of Microsoft applications, particularly Excel, Word and Access or similar database.
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Excellent communication, negotiation and interpersonal skills with the ability to deal with a variety of internal and external stakeholders including large company executives, developing positive relationships which enhance sales performance.
	A/I
	E

	· Ability to manage the production, distribution and evaluation of marketing materials and campaigns.
	A/I
	E

	· Strong organisation and time management skills with the ability to work under pressure, being self-motivated and able to use own initiative under minimal supervision.
	A/I
	E

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

	· Skilled in sourcing advertising opportunities and placing appropriate adverts in the press locally, regionally and nationally, on the radio and within specialist publications.
	A/I
	E

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

	· Create and maintain accurate databases of information, including customer details.
	A/I
	E

	· Skilled in undertaking technical marketing.
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· A natural forward planner, who critically assesses own performance.
	I
	E

	· Self driven, result-oriented with a positive outlook and clear focus on high quality and generating business profit.
	A/I
	E

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council, which could include nights away.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's values and behaviours.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E



