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Communications and Marketing Manager
Part-time; 3 days / week (times to be agreed with your Manager)
Location:
Holborn, London

Reports to Director of Communications, Marketing and Public Affairs

Direct reports: 5

Role: To manage the Advertising Standards Authority (ASA) and Committee of Advertising Practice (CAP) marketing and press functions.  To promote the ASA and CAP across various communications channels, ensuring that messages and activities are aligned across the various disciplines.  This is mainly a strategic role, but with a more hands on approach required in the area of internal communications and supporting our industry relations work across the organisation.  
Context: The ASA is the UK self-regulatory body for ensuring that all advertisements, wherever they appear, are legal, decent, honest and truthful.  CAP is responsible for writing and maintaining the Advertising Codes.  The Communications, Marketing and Public Affairs team promotes and supports the work of the advertising self-regulatory system (ASA and CAP) to a wide range of audiences, including the public, the advertising industry, government, NGOs and the media.  It is responsible for maintaining confidence in the system amongst all stakeholders.  A key part of the department’s remit is to raise awareness of the Advertising Codes and CAP’s training and advice services to the advertising community.
Responsibilities

· Manage and motivate the marketing and press team.
· Working with the Director of Communications, Marketing and Public Affairs develop and implement a communications strategy to promote our work to meet the ASA / CAP’s corporate objectives.

· Lead the ASA’s communications and marketing programme with the advertising industry, in particular by ensuring that CAP’s industry training and advice services are well-promoted by maximising the use of existing communication channels (e.g. websites, events) as well as by new methods (e.g. social media; company visits).  To measure and evaluate the success of activity across all touch points.
· Facilitate effective internal communication by ensuring timely and relevant communication to staff of key internal and external developments and news, especially via the new ASA / CAP intranet ‘The Hub’. 
· Oversee the operation of the ASA / CAP events programme.

· Oversee effective and responsive media relations for the ASA and CAP, through the provision of honest, accurate and timely information to journalists, both pro-actively and in response to enquiries.

· To act as guardian of the corporate brand, along with the Marketing Executive, Online Communications & Marketing Executive and Director of Communications, Marketing and Public Affairs.
· To ensure that our corporate marketing materials and activities (both on and off line) are developed and executed in line with our brand and corporate objectives.
· Maintain positive and effective working relationships with journalists, members of the industry, lobby groups and internal stakeholders.
· Contribute to the commissioning and management of research to support ASA / CAP corporate objectives.

· Ensure that all activities are delivered on time and on budget.

· Act as a spokesperson for ASA / CAP with the media (broadcast and non-broadcast) and act as an ambassador for the system with external audiences.

· Provide communications support to the ASA Chairman and Chief Executive and other senior colleagues

· Contribute to the development, and delivery, of the wider corporate objectives of the ASA / CAP as a member of the corporate management team.
Required skills:
· Degree level education or the ability to demonstrate equivalent level of knowledge and experience

· At least two years’ experience of successfully operating in a position of responsibility within marketing, corporate communications or a press role in a high profile organisation

· Ability to lead and motivate staff, set targets and manage performance

· Adept at establishing constructive working relationships with internal and external stakeholders

· Excellent oral and written communication skills and proven ability in applying them in a similar role or context
· Experienced presenter, persuasive and articulate.  Willing to represent the ASA on television and radio

· Strategic thinker, able to define and implement a communications strategy in accordance with corporate objectives

· Professional approach to providing communications support to senior public figures

· Ability to prioritise and a good eye for detail.

Desired skills

· Professional or vocational qualifications in marketing and / or public relations
· Willingness to work out of office hours as required


