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JOB DESCRIPTION
JOB TITLE:

Direct Marketing Assistant
RESPONSIBLE TO:
Marketing Manager
MAIN PURPOSE OF THE ROLE

To assist the Marketing Manager in increasing the awareness and usage of the Traveline Cymru services and increase the use of public transport by:

· Exceeding customers’ expectations through continually improving service features and quality

· Attracting new customers through an on-going comprehensive promotional campaign
· To ensure that the needs of the customer are at the forefront of all stakeholder activity
ROLES & RESPONSIBILITIES:

1. To assist the Marketing Team with the planning, design and implementation of Traveline Cymru advertising campaigns, literature and promotional initiatives. Includes:
· Creative ideas

· Copy writing and checking
2. To co-ordinate direct marketing campaigns. This includes:

· Production of databases of clients

· To develop a CRM system

· Design of direct marketing literature (mail shots, email shots etc)

· To produce mail merges

· To follow up the initial contact with telephone calls where relevant

3. To assist the Marketing Team with the management and maintenance of the annual events calendar. This includes:

· Regularly researching events in Wales and maintaining wall planner and diaries
· Contacting organisers to book stands where relevant
· Contacting all organisers to ensure that the Traveline Cymru details are on their promotional material, advertising and websites
· Attending the events, managing the stock, liaising with the customer and demonstrating the services
· Organising relevant launch events and workshops to promote the Traveline Cymru services to all relevant stakeholders
4. To liaise with event co-ordinators, Travel Plan Co-ordinators, transport operators, local authorities, NHS trusts, universities / colleges, large employers and the general public to ensure that they are aware of the Traveline Cymru services.
5. To develop and assist with viral marketing campaigns, management of social networking profiles and blogs. 

6. To assist the Marketing Team with in managing the Traveline Cymru promotional stock. This includes:

· Ordering and re-ordering where required

· Distributing promotional material to key partners (eg. Local authorities, bus / rail operators, universities, hospitals, tourist information centres etc)

· Production of goody bags and information packs

· Managing the stock take
7. To assist the Marketing Team in developing, implementing and monitoring the press and PR strategy as part of the marketing plan. This includes:

· Monitoring local, national and trade press

· Producing and placing regular and adhoc press releases and articles

· Responding positively to relevant articles and letters in the media

· Gaining as much free promotion as possible through PR on stakeholder websites and promotional material

· Maintaining communication with the media, offering quotes and advice where necessary

· Entering the Traveline Cymru services / employees in awards and competitions where relevant to raise the profile of the organisation

· Attending and organising events and workshops to attract media attention
8. To assist with managing the content and design of the Traveline Cymru website. In particular management of the ‘What’s On In Wales’, ‘Discover Wales’ and Special Events pages.
9. To design, undertake and collate the results of market research as required

10. To deputise for the Marketing Manager in their absence
11. To assist where necessary, the General Manager, Administration Manager, Data Manager and Projects Manager in their duties
