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Role and responsibilities
	Job Title


	Digital Marketing Executive

	Location


	Saunderton

	Area of business


	Marketing

	Reports to


	Marketing Manager

	Responsibility for other people (internal)

Direct reports 

Indirect reports


	None……………………………………………………….

None……………………………………………………….

	Responsibility for other people (external)


	None

	Financial responsibilities


	None


	Overall function of the role
To manage the email marketing channel, Ngage website and project web/microsites to ensure that they:

· help us to meet internal KPI targets

· are in alignment with overall Ngage strategy

· can be relied upon as effective tools to communicate useful SME information to our customers/stakeholders and for colleagues to promote business-critical projects/events.


	Key Tasks  
Email Marketing

Scheduling: work with the marketing team to create and communicate a regular email marketing schedule of e-newsletters and ad hoc e-shots, for Ngage divisions, projects and customers. Communicate it to relevant colleagues and keep it up to date with any changes.

Communication: communicate planned email marketing activity to appropriate colleagues. Ensure that colleagues are made aware of relevant developments within the email marketing channel and have the opportunity to comment on them where appropriate.

Marketing email construction: to construct ngage e-newsletters and e-shots, test them prior to distribution to ensure that they are grammatically correct and technically accurate (that links, landing pages and unsubscribe options function correctly) plus ensure that all marketing emails are sent on time to the correct audiences.

Approval process: to ensure that each e-newsletter/e-shot passes through the correct approval process in order to ensure adequate time for planning/checking yet keep the channel as flexible as possible. To review and amend this process when required.

Analysis: report email marketing statistics and help analyse results to inform the success of each campaign and plan for future activity.

Teamworking: work with closely with marketing team to ensure that channel supports business-wide marketing efforts and to provide positive image of department amongst colleagues.

Email list generation: to work with the database team to develop/refine e-newsletter and e-shot recipient lists.


Web Marketing

Work with Marketing Manager to develop Ngage web/social media strategy including the maximisation of search engine returns.

Development and maintenance of Ngage website.
Monitor site performance using Google Analytics.



Email and Web Marketing Expertise

Keep up with developments in e-marketing through training, networking and subscription to relevant, useful e-marketing communications. Generate ideas on how to develop and improve e-communications.
Online PR:

Publish Ngage press releases on partner websites and blogs.

KEY SKILLS: 


Strong attention to detail
An understanding of the online creative production and delivery process 

Basic understanding of HTML, web 2.0 / social media, SEO and PPC
Working knowledge of graphic design programmes is essential 
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