
 
 

Marketing Assistant - Guildford 
 
Job description 
A great opportunity for a passionate and energised individual to join a marketing team where they 
will gain exposure to many different aspects of marketing. The main function of the Marketing 
Assistant is to support the delivery of the marketing activity for the firm. The primary focus will be 
on developing and co-ordinating content marketing to raise the profile of various departments 
and the wider firm, championing the implementation of a new CRM system, and supporting the 
firm’s events and networking opportunities.  

Responsibilities: 

 Creating and executing creative communications, ensuring legal information is communicated 
in a clear and concise manner 

 Able to develop creative content both online and print that increases brand awareness and 
visibility, drives lead generation and enhances audience engagement 

 Co-ordinates online content, PR 

 Co-ordinates and contributes to digital and social media communication e.g. LinkedIn, Twitter, 
email-marketing, etc. 

 Developing targeted email-marketing campaigns in-line with new GDPR legislation 

 Support the delivery of a busy events calendar, including delivery, event ROI/follow-up 

 Measures and monitors campaigns against budget utilising KPIs and CRM tools  

 General administrative tasks as required involving marketing stock tracking and ordering, 
accurate recording of data relating to marketing events and processing of invoices checked 
against budget 

 In addition to the duties listed above, the position holder must carry out tasks assigned by 
their supervisor that are essentially related to their duties. 

 



 
 

 

Requirements: 
 
Essential 

 Outstanding oral and written communication skills in English language, with an ability to distil 
technical information into clear client communications 

 Strong interpersonal skills, with recognised ability to proactively build and nurture 
relationships at all levels 

 Hands-on proactive approach to getting things done and desire to have an impact 

 Willing enthusiastic team player 

 Good organisational skills 

 Experience in content marketing and PR, with an ability to write persuasively 

 Well-developed analytical skills to measure success of campaigns and tactics 

 
Desirable 

 Experience in a similar role within a professional service environment 

 A professional marketing qualification (i.e. CIM) 

 Technical proficiency with software tools such as Creative Cloud Suite, Microsoft Office, CRM, 
a modern Web CMS, Google Analytics and Social Media platforms 

 
If you are interested in applying, please send your CV with a covering letter and salary 
expectations to hr@barlowrobbins.com. 

 
STRICTLY NO RECRUITMENT AGENCIES PLEASE 
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