	JOB DESCRIPTION
	DATE: June 2016 

	Marketing & Publicity Assistant  
	NAME OF JOB HOLDER



	REPORTS TO

Head of Consumer Marketing 
	NAME OF SUPERVISOR/MANAGER


	OVERALL PURPOSE OF THIS JOB

The main purpose of the job is to provide crucial administrative support to our small and busy marketing and publicity department. 
The role requires an individual who is highly organised, able to juggle and prioritise multiple tasks and possesses good IT skills (MS Word, Excel, Powerpoint, with Photoshop and In Design a bonus). 
A passion for the children's book market, an understanding of basic marketing and publicity principles, and an interest in social media and digital marketing are desirable.


	

	


	JOB TITLE

Marketing and Publicity Assistant 
	NAME OF JOB HOLDER

  

	KEY RESPONSIBILITIES

	Marketing:

	· Oversee fan mail – sending onto authors/PR as appropriate and sending out generic reply letters for certain authors 
· Oversee and manage poster requests e.g. bookshops, schools, libraries & consumers 

· Oversee and manage stock levels of all marketing materials and ensure marketing cupboard/general areas kept in good order 

· Create showcards/flyers for events as appropriate and manage showcard stock levels 

· Ensure the shelves in reception, the boardroom and the sales & marketing department are refreshed each month with new titles 
· Assist with online elements of marketing campaigns including social media activity e.g. Twitter/Facebook and blog tours 

· Keep abreast of emerging digital trends including social networking and user-generated content, with an awareness of the new opportunities presented by digital marketing

· Assist with Walker online activity including: 

· Update subscribers to all Walker mailing lists using e-newsletter system 

· Add Author/Illustrator biographies and photographs to Walker website using CMS system and edit as appropriate as well as keeping a record of outstanding biographies/photos

· Add news  
· Upload the new book covers to social media and the website each month
· Update the Walker Books Goodreads profile
· Gathering and sending assets for Love Reading website (and similar sites) on a monthly basis

· Managing competition calendar and sending out competition prizes to winners



	Publicity: 

	· Co-ordinate and circulate Walker’s PR updates on a weekly basis to ensure everybody across the business is aware of the PR activity and coverage
· Update the publicity notice board weekly with media cuttings
· Co-ordinate monthly Bookseller submissions in conjunction with Publicity Manager

· Load key reviews and award winners/short-listings onto central Biblio system
· Oversee and manage the collation, photocopying and filing of press reviews on a weekly basis 
· Oversee and manage the collation, photocopying and filling of cuttings to authors/illustrators every month 
· Co-ordinate costume requests for events at festivals, bookshops, schools and libraries 
· Collate books and press materials for campaign mail-outs 

· Ensure Walker press activity is represented across all Walker Social Media channels
· In conjunction with the press team ensure all travel, accommodation, materials and logistics are arranged for staff and authors at key literary festivals and events

· Occasionally attend events as directed by Publicity Manager. This may involve weekends and evenings

· Co-ordinate Walker’s PR content in the monthly board report 



	General: 

	· Circulate post to team
· Respond to general enquiries and check publicity and marketing in-boxes daily and deal with correspondence as appropriate
· Ad hoc diary management for the team 

· Ad hoc meeting notes for the team  
· To undertake any additional duties as required in order to support the Marketing and Publicity Department in order to achieve the objectives of the department and Walker Books Ltd



PERSON SPECIFICATION

Marketing and Publicity Assistant
The following experience, skills and knowledge are essential:

Experience of:

· Juggling and prioritising multiple projects and requests 

· Communicating appropriately with a range of people from a variety of backgrounds
Proven skills in:

· Computer usage, particularly Microsoft office applications – Word, Excel, Outlook and PowerPoint. Photoshop and In Design desirable 
· Ability to prioritise, without close supervision

· Ability to plan and manage a varied workload in order to meet deadlines
· Excellent interpersonal skills 

· Highly self-motivated and enjoy working as part of a team, but also very able to work independently

The following experience is desirable:

· Working or interning in a publishing/creative industry  
· Interest in social media/digital marketing 

· Copywriting 
Knowledge of:
· Children’s book publishing industry or children’s books

