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Marketing assistant (event programme) 

Role brief 

Directorate Marketing and communications directorate 

Base location 

ection 

Bristol 
Grade D13 
Date January 2018 
Reports to Marketing activities and event manager 

 

1. Background 

 
Jisc is the UK higher, further education and skills sectors’ not-for-profit organisation for digital services and 

solutions.   

We:  

 Operate shared digital infrastructure and services  

 Negotiate sector-wide deals with IT vendors and commercial publishers 

 Provide trusted advice and practical assistance for universities, colleges and learning providers 

 

 This role sits within the marketing and communications directorate and reports to an allocated marketing activities 

and events manager. 

The directorate is charged with designing and delivering a cohesive customer experience strategy and an 

organisational approach that ensures and reflects a deep understanding of our members’ needs, and delivers 

joined-up engagement and support that informs and drives all Jisc’s operational and strategic priorities – moving 

Jisc increasingly to a member focussed and driven organisation. 

2. Purpose and scope 
 
This full-time contract role is focused around the successful delivery of the programme at a number of Jisc’s priority 

events taking place between early march and late July.  Working closely with numerous parts of the marketing and 

communications directorate as well as speakers and contributors to the events (both internal and external) You will 

contribute to programmes that inform and inspire our members and reinforce the value of Jisc as a membership 

organisation and as a key partner in helping deliver their digital strategy.  

The role is the main point of contact with speakers and contributors to these events.  Ensuring all communication is 

accurate, timely and consistent and all information about their involvement is current.  The role requires effective 

communication skills including; face-to-face, written, and over the phone skills. It also involves diplomacy, and the 

ability to work independently within the scope of responsibilities, anticipating problems, and using sound judgment 

to act appropriately and build rapport with people inside and outside the organisation as needed.  

The role also involves applying business knowledge, innovative thinking, and sound judgment in the solution of 

problems, and the establishment of priorities.  
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The role of marketing assistant sits within the Jisc group marketing area and a marketing activities and event 

manager will hold the formal reporting line. The team is primarily an office based team. The team works with a 

range of external partners in a ‘virtual agency’ model where creative skills and expertise are outsourced. 

3. Key accountabilities, responsiblities and duties: 
 
Specific responsibilities include but are not restricted to:  
 
General: 
 

 Developing and fostering close working relationships with events, marketing planning and production 

teams within Jisc 

 Championing and advocating marketing and communications: 

o Ensuring adherence to branding and styling policies etc 

 Actively participating and collaborating with own team and forming close links and understanding across 

the organisation, with the ability to work with colleagues and facilitate links among teams and directorates 

 Willing to undertake travel including overnight stays  

 
Planning and delivery: 
 

 Acting as the main point of contact with speakers and contributors to Jisc’s priority events (Digifest, 

Networkshop 46 and the Connect More series of events 

 Ensure speakers have all the information they need in a timely, efficient and appropriate manner 

 Work with speakers to ensure their sessions correspond to the session abstract/description 

 Act as liaison between speakers and events/production to ensure speakers are provided with all resources 

they require for the session, both pre event and at the events themselves. 

 Review delegate feedback from Digifest and work with marketing business partners to identify potential 

crossover sessions for the Connect More series of events.  

 Working with marketing production to keep promotional materials up-to-date and relevant by coordinating 

requirements with the production team and cluster/services colleagues 

 Ensuring the website and event apps are accurate, appropriate and relevant 

 Resolving queries and issues that arise related to the event programme, escalating these as appropriate, 

and ensuring effective responses 

 Having an understanding of the key audiences, influencers and any gate-keepers including specialist 

audiences where product sensitivity may be required eg security services, resource discovery services etc 

 Developing compelling content and editing the work of others, ensuring it is aimed at the identified target 

audience in the best way, including writing for the web and preparing brochure copy as required or working 

with an appointed writer or editor 

 Providing logistics assistance for events, meetings, workshops and exhibitions and monitoring and 

reporting on the effectiveness of ongoing marketing activities 

 Completing complex and simple marketing analysis against pre-set criteria for use by others in the team 

and cluster area, drawing on information from various sources  

 Liaising with multiple stakeholders internally and externally to gather information required for marketing 

outputs and ensuring adherence to branding and styling policies etc. 

 Maintaining systems, processes, websites and documentation to ensure effective delivery of administrative 

processes and procedures, making recommendations for improvement where relevant 
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 Delivering the administration of both large and small projects so that all information is kept up-to-date and 

coordinated on behalf of the project team 

 Strive to demonstrate and represent the best current professional practice with a strong commitment to 

CPD, scanning the environment for developments, keeping track of the latest trends and exploring new 

techniques and methods as appropriate 

 Identifying opportunities to improve or introduce new marketing and communications processes and 

systems 

 

4. Skills, knowledge and experience 
 

 Essential Desirable 

Qualifications  Degree or equivalent in a related subject 
such as marketing 

 Good standard of education or relevant 
experience 

 

 

Experience  Good writing skills 

 Some analysis skills 

 Proficient in desktop applications (eg 
Microsoft Word, Excel, PowerPoint) 
and relevant specialist software 

 Understanding of different marketing/ 
communications channels 

 Effective communicator with members 
and/or customers of internal and/or 
external interest/stakeholder groups 

 

 Good understanding of Jisc’s key 
audiences and brand 

 

Knowledge  Experience of workload management, 
managing work schedules and 
prioritisation 

 

Skills  Good communication and 
interpersonal skills 

 Ability to lead projects through to 
implementation and meet deadlines 

 Ability to influence others and use 
diplomacy 

 Ability to use initiative and develop 
innovative solutions to problems 

 Professional demeanour 

 Organisational and prioritisation skills 
to manage and deliver complex and 
varied workloads 

 Good ICT literacy and experience 

 High level oral and written 
communication skills 

 Setting metric and KPIs and analysis and 
use of CRM systems 

 Self-motivation with the drive and 
perseverance to work on own initiative 
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and carry out projects independently as 
well as work within a team environment 

 

 
 

5. Key contacts 
 

 Heads of Jisc corporate functions and senior managers across the organisation 

 Head of marketing planning 

 Head of marketing production  

 Executive director marketing and communications 

 Group director marketing 

 Marketing business partners 

 Campaigns manager 

 Brand and production manager 

 Multimedia manager 

 Events and activities team  

 Marketing business partners 

 Jisc leadership team members and teams 
 

Important additional information 

The marketing business partner will discuss all elements of the role brief with the appointee on appointment or 

award of contract, recognising that some elements may need changing at set formalised review periods. 

The above is provided for guidance, is not contractual, and is not an exhaustive list of all accountabilities, 

responsibilities and duties that the post holder may have.   

 

 


