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JOB DESCRIPTION 
 
JOB TITLE   Apprentice Marketing and Sales Assistant 
RESPONSIBLE TO  Business Development Manager 
  
 

KEY OBJECTIVES 
• To assist the Business Development Manager and Managing Director with the development of new 

business across Apprenticeships, Spectator Safety and Adult Education.  

• To work with the Business Development Manager on all marketing communications to include 
social media, website development, writing of blogs and media articles and promotion of new 
products and courses. Co-management of an internal marketing budget. 

 

OPERATIONAL RESPONSIBILITIES 
1. Primary responsibility to ensure social media channels are kept updated, creating a detailed plan 

of upcoming notifications and information as well as interacting with new and existing customers 
across our social media platforms. 

2. Increase traffic to the company website through a variety of marketing campaigns, including 
creating and running email campaigns. 

3. Working with the Business Development Manager, Spectator Safety Product Manager, and 
Managing Director, assist with incoming sales enquiries to include input of sales information onto 
a central CRM, creation of quotes and quote documentation. 

4. Involvement in updating the website with new information to include new courses and products, 
blogs and sector specific information.  

5. Attendance at marketing exhibitions may be required. 
6. Creation of innovative marketing documentation to include flyers, posters and banners where 

required. 
7. Key involvement utilising online advertising and social media to fill funded courses with 

participants where contracts exist. 
8. Assistance in the creation of the Spectator Safety Webinar series to include video creation and 

editing, as well as live hosting of webinars on Zoom. 
9. Future involvement in the creation of product specific promotional videos. 
10. Gathering key information from Department Specialists to create and promote news stories across 

our website and social media platforms. 
11. Review of sales targets with the Business Development Manager to provide feedback in team 

meetings. 
12. Sales pipeline review and administration to include setting up sales catch ups, inputting call history 

and information where required. 
13. To provide a professional customer service to both internal and external customers, ensuring 

quality standards are set, monitored and reviewed. 
14. To demonstrate flexibility in responding to changing demands in personal, sectional or the 

organisation’s workload. 
15. Work to clear policies and processes, communicating across the organisation to ensure effective 

co-ordination. 
16. To take responsibility of one’s own professional development as necessary. 
17. Support the team as and when required  
18. To carry out any other reasonable duties within the overall function, commensurate with the 

grading and level of responsibility of the job. 
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PERSON SPECIFICATION 
 

Knowledge, Skills Behaviours 

Proactive and positive attitude 

Confident and friendly with a desire to help 

Ability to work well as part of a team 

Excellent IT skills and use of social media platforms 

Flexible approach to work, able to balance different aspects of the role 

Good attention to detail 

Good organisational and time management skills 

Experience in creating blogs, vlogs and online videos would be advantageous 

Desire to continual improve and develop within the role 

Creative thinking 

Self-motivated, disciplined and ability to work on own initiative 

Strong written and verbal communication skills 

Good standard of English and Maths 

Able to commute to offices in Derbyshire 

Full driving licence 
 
 
QUALIFICATIONS

Apprentices without level 2 English and maths will need to achieve this level prior to taking the End-
Point Assessment. For those with an education, health and care plan or a legacy statement, the 
apprenticeship’s English and maths minimum requirement is Entry Level 3. A British Sign Language 
(BSL) qualification is an alternative to the English qualification for those whose primary language is 
BSL. 
 
PROFESSIONAL RECOGNITION 
 

This standard aligns with the following professional recognition: 
 

• Chartered Institute of Marketing (CIM) for This apprenticeship is designed to meet the 
requirements for registration as an Affiliate Member with the Chartered Institute of Marketing 
(CIM). 

 


