

Type of Apprenticeship: Digital Marketing Apprentice Level 3 
Directorate/Department: Place; Culture & Visitor Economy
Service Area:
Location: Westgate Plaza

Workplace Supervisor:                                          Deputy Workplace Supervisor: 
Name:        Devinia Skirrow  


   
Name: 

Location:     Westgate Plaza 

                
Location: 
Tel No:        01226 787 944                             
Tel No: 
Details of Training and Development Activities:

Areas of experience & training – supervision available but with a focus on independent working
· Digital marketing – inputting information on external websites, high level of attention to detail required

· Using Content Management Systems to accurately update websites and Barnsley Museums online shop
· Promoting the businesses through the website
· Email marketing 

· Data management (cleansing and updating)
· Creating excel spreadsheets, co-ordinating and inputting information

· Building relationships with local publications (online and off line) and liaise with their representatives about what is happening in the  Culture and Museum services
· Drafting posts for social media (under supervision)
· Devising Social Media strategies (under supervision)

· Assisting with taking photographs for publication on Social Media
· Monitoring Social Media statistics and providing outline reports
· Organising the delivery/distribution of marketing material
· Monitoring stocks of marketing material at the five museum sites

· Attending cultural events and promotional shows to provide support 

· Using computer skills– printing documents, shredding documents, producing documents, booking meeting rooms, preparing basic reports and minutes. 

· Assisting with the preparation and presenting of data for internal and external stakeholders
· Dealing with general incoming and outgoing mail and e-mails

· Assisting with covering telephones when required.

· Providing general administration duties including photocopying, filing, compiling information packs etc.

· Dealing with telephone and electronic enquiries from, project partners and internal and external customers 
· Any other duties as requested by the placement supervisor, which will assist the apprentice with the Apprenticeship framework.
Level of Training: 
Advanced Digital Marketing (Level 3)
Other Placement information (e.g. Hours of work, lunch periods)

Working hours – 37 hours per week. A flexi time scheme is in operation.

Paid release to College where required for workshops and functional skills.

Maximum Duration: 53 weeks             
Date Compiled 28.02.17
Coordinator: Jeffrey Townend

Tel No: 773223
