

CHARLES LUCAS & MARSHALL

Job Description  

Job Title:
Marketing Co-ordinator 

Job Holder:
     TBC
Team:
Administration

Hours of Work:
Full time: 37.5 hours per week (Monday – Friday 9.00am-5.30pm)
Reporting to:
Head of Practice Development, Hemant Amin

This position is based at the Newbury office. Travel to other offices in Hungerford, Swindon and Wantage  will be required on a regular basis in order to meet with key personnel with a view to planning and implementing our marketing plans across the Firm in a consistent and timely manner.
Duties
1. Overall

To actively become involved in the planning, preparation and co-ordination of marketing activities across the teams (NB we currently have 5 fee earning teams which are divided into the following in line with their areas of expertise:  Commercial Property Team, Corporate Services Team Litigation Team, Residential Property Team and Wills and Estate Planning Team).
Assist the Head of Practice Development and Management Board in the following:

· Provide advice and guidance in Practice Development approach

· Implementation of Practice Development and Team Plans

· Review of Plans with a view to planning for the future

· Assist with appropriate budgeting to support agreed plans

· Supervise development and implementation of the Firm’s IT systems related to marketing activities 

· Developing relationship marketing and client care objectives.

· Attend meetings, where necessary, to discuss with teams new marketing initiatives, including adverts and publications, and to communicate with and manage relationship with  design agency.
2. Advertising
· To develop existing advertisements and publications in a consistent house style

· Plan and implement advertising schedule - annually

· Supply artwork for unscheduled advertising

· Directories - ensure that entries in all chosen directories are up to date and subscriptions used effectively across the Firm.
3. Social Media
· Adhere to and enhance the Firm’s social media strategy to increase visibility, membership and traffic across all CLM Teams and manage social media programs.

· Experiment with new and alternative ways to leverage social media activities.

· Monitor trends in social media tools, trends and applications and appropriately apply that knowledge to increasing the use of social media at CLM.
· Educate the fee earners and others across the Firm on incorporating relevant social media techniques into the corporate culture and into all of the Firm’s products and services.
· Measure the impact of social media on the overall marketing efforts.

4. Literature 

· To schedule and co-ordinate content of various newsletters and fact sheets.
· Manage print production of all marketing literature.
· Proof-reading marketing literature to ensure consistency and accuracy.
· To keep stocks and files of previous publications and advertisements.

5. Events/ Implementation of Projects
· Seminars/Corporate Hospitality/Sponsorship & Charitable Donations
· To plan, organise and manage seminars/corporate hospitality events/sponsorship and charitable donations on behalf of the Firm for the year which will include such tasks as database cleaning, invitations, RSVP, delegate lists and registration documentation, venue hire, organisation of OHP equipment, preparation and/or advice on the content and design of PowerPoint or speaker materials, refreshments, production of delegate packs and badges and attendance of suitable CLM staff at event.  
· To be present at events to ensure the smooth running of registration and hospitality for delegates.
· To brand the venue room with CLM marketing materials as appropriate, i.e. pop up banners  .
6. Promotional items

· To research new items, order and keep stocks of relevant promotional items as necessary.

7. Databases

· Database work for marketing purposes which will in time be integrated into Case Management. It is envisaged that the present database should be refined and developed as appropriate.
8. Budgets and Costs

· To monitor expenditure on a project management basis, in line with budget held by Head of Practice Development/Accounts.

9. Web Site

· To liaise with Teams and ensuring content is current. 

· To ensure website content is accurate and style is consistent with brand guidelines. 

· To research and implement online marketing initiatives with Head of Practice Development as required, with the aim of increasing traffic/awareness of the website.
10. Data Protection & Law Society Regulations 

· To regularly review Law Society regulations governing marketing activities to ensure the Firm is compliant in all it's marketing activities.
Skills and Experience:

The successful applicant must have:
1. Good communication and presentation skills. 
2. Good attention to detail with regards to printed materials and good proof reading skills.

3. Strong IT skills- an advanced knowledge of Windows, Word, Excel, and Outlook; a proficient knowledge of Access.  
4. Experience of MS Publisher and/or Adobe Creative Suite.
5. Experience in the use of social media e.g. blogging, Facebook, Twitter, Linked In
6. Proven marketing skills including project management, sales, business development, event planning, press relations, advertising copy/design and budget management.
7. Ability to work with and have empathy with people at all levels.
8. Ability to contribute individually and lead, manage or participate in cross functional teams.
9. Ability to encourage good commitment and marketing practices by all members of the Firm.

10. Excellent relationship building skills and must be a team player.
It is this Firm's practice to periodically examine and update Job Descriptions and to update to ensure that they relate to the job as then being performed. Accordingly, the Firm reserves the right to require changes to your Job Description from time to time after consultation with you.

Agreed by________________________________________________________
Dated___________________________________________________________
________________________________________________________________

Agreed by Head of Practice Development  for and on behalf of Charles Lucas & Marshall

Dated____________________________________________________________
