Job Description

	Job Title

	Apprentice Marketing Executive

	Grade

	Apprentice

	Location

	Hub Based (Hemel/Leeds) - with ability to work remotely

	
	



Role

This is an exciting opportunity for a Marketing Apprentice to gain hands-on marketing and communications experience, primarily supporting our healthcare worker (also known as Bank Members) engagement team. The role provides exposure to a fast paced, professional environment, where you will contribute to the development, implementation and review of all Bank Member communications via emails, social media posts, in-Trust events, newsletters and website updates.
You will develop core business and organisational skills, while working closely with a marketing team of 15, as part of wider Bids, Solutions and Marketing directorate of 25. You will receive regular, structured support from the Bank Member Engagement Executive and on the job learning as part of your apprenticeship programme. Alongside your primary focus on our Bank Member communications, you will also provide support to our social media, website and internal communications functions, as needed, developing a wide range of skills across different marketing disciplines. 
Organisation Structure

Responsibilities
· Provide day to day support for building emails, proofing, data selection and sending email communications to support our Bank Members and fill additional shifts across the NHS. These include all emails requested from our In Trust colleagues asking to send placement information, additional shift availability, training, policy reminders and more.
· Support the team in writing, building and proofing the monthly Digest newsletter sent to all our active Bank Members and Doctors Direct service users.
· With support, provide answers and solutions to a wide variety of day-to-day queries from In Trust teams and our Communications inbox to support our Bank Members, NHS Trusts and Client Services teams.
· With support, develop creative requests and brief these into the NHSP Design team for them to develop creative assets to be used across social media, newsletter, competitions, emails and other marketing materials.
· Support in the development and implementation of campaigns including key dates to celebrate our Bank Members e.g. OPD Day and International Nurses Day.
· Support the team in the delivery of major campaigns and competitions to maximise Bank Members engagement and shift fill e.g. Nurses and Midwives Day, Bank Member of the Month and G.E.M awards.
· Design and build surveys to best support marketing engagement activity utilising tools such as Smart Survey.
· Opportunity to present current activity and priorities in the weekly team catch up.
· Provide cover for other areas of the team where necessary, including:
· Website – be trained to be able to update the website via Sitecore.
· Social Media – be trained to develop and post social media content across Facebook, Instagram etc, and monitor comments and sentiment on social channels
· Internal comms – provide support to implement the weekly internal newsletter and adhoc internal communication messages.

Accountabilities
· Produce work to a high standard, with strong attention to detail and minimal errors across all tasks.
· Complete tasks within agreed timeframes and responds promptly to requests, escalating where necessary.
· Ensuring all communications sent out are accurate, spelt correctly and are also grammatically correct.
· Ability to multitask and prioritise urgent email communications to Bank Members to support the overall business goals and Trust requests.
· Communicate clearly and professionally with stakeholders, providing updates and seeking clarification when required.
· Maintain accurate, up to date records, documents and resources ensuring GDPR compliance.
· Taking responsibility for assigned tasks, ensuring they are followed through to completion.
· Actively engaging in learning, seeking feedback and demonstrating progress in developing administrative skills.


Key Values:

In addition to undertaking the duties as outlined above, the job holder will be expected to fully adhere to the following: 

· Equality and Diversity
To act in accordance with NHS Professionals’ Equality and Diversity Policy - this is designed to prevent discrimination of any kind.
· Health and Safety
Ensure that all duties are carried out in line with NHS Professionals’ Health and Safety Policy.
· Corporate Image
Adopt a professional image at all times.
· Risk Management
Responsibility for reporting complaints, incidents and near misses through the relevant reporting channels.
Responsibility for attending health and safety training as required.
Responsibility for assisting in risk assessments.
· Scheme of Delegation
To comply with the Scheme of Delegation - this requires any employee to declare an interest, direct or in-direct, with contracts involving the organisation.
Note: 

This job description outlines the roles, duties and responsibilities of the post. It is not intended to detail all specific tasks. 
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                                                                                    PERSON SPECIFICATION


	Criteria:
	ESSENTIAL
(When applying for this job it is important you fulfil all these essential requirements.  If you do not you are unlikely to be interviewed)
	HOW IDENTIFIED
A / C / I / P/ R / T
	DESIRABLE
(When applying for this job it is desirable you fulfil these requirements.  However, if you do not you may still apply and may be interviewed)
	HOW IDENTIFIED
A / C / I / P / R / T

	Qualifications and Knowledge:
	 - GCSEs (or equivalent) incl. English & Maths
 - Commitment and willingness to develop new skills through the L3 Business Admin Apprenticeship
	A
	 - Interest in marketing and communications roles
	

	Experience:

	 - Evidence of reliability, teamwork or customer-service mindset from school/ college/ volunteering/ work experience
	I
	 - Previous experience in an administrative, customer service or office-based environment (including school, college, or work experience)
	

	Communication and People Skills:
	 - Clear written & verbal communication
 - Professional, discreet, reliable, proactive, calm under pressure eager to learn
 - Ability to work independently and as part of a team
	A / I
	- Comfortable engaging with stakeholders (with support)
 -Confidence communicating with a range of range of people (in person, email or phone)
	

	Organisational Skills
	 - Attention to detail
 - Strong organisation skills
 - Ability to follow processes
 - Meet deadlines with supervision
	A / I
	- Experience prioritising projects with supervision
	

	Specialist Knowledge and Skills
	 - Basic IT skills (e.g. Microsoft office or equivalent)
	I
	- Familiarity with office systems or tools (e.g. Outlook, Teams, Excel)
	

	Physical Skills:

	· Must pass pre-employment health assessment.
	P
	
	

	Equality:

	· Candidates should indicate an acceptance of and commitment to the principles underlying NHSP’s Equality and Diversity and Health and Safety Policies.
	I
	
	



Key:  A = Application Form C = Certificate I = Interview P = Pre-employment health screening   R = References T = Tests/presentation



Bids, Solutions and Marketing Director





Head of Marketing Communications




Brand & Industry Events Manager 



Strategic Marketing Manager






Marketing Executive





Strategic Marketing Manager



Marketing Executive


Academy Marketing Manager



Marketing Apprentice


Internal Communications & Engagement Manager
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