[image: image1.jpg]



Job Description

Job Title:  


Marketing & Communications Manager


Reports to:


Managing Director – IMI Awards







Accountable for:

Business Development Manager x 2




Marketing & Communications Assistant


Main Purpose of the Job

Manage and measure IMI Awards’ status as the preferred awarding body for the automotive and related sectors through pro-active marketing and communications.

Build awareness of IMI Awards brand within the automotive and related sectors.

Devise and manage the execution of IMI Awards marketing and communication strategy, ensuring all associated strategic and business objectives are met.

Manage and coordinate business development plan to meet business objectives.
Key Tasks & Responsibilities

Ÿ Creation, execution and management of the IMI Awards marketing and communications strategy to realise business objectives

Ÿ Reports directly to the IMI Awards Senior Management Committee (SMC) on business objectives, provides reports on marketing and business development activity

Ÿ Manage the IMI Awards corporate brand, including development and monitoring of brand guidelines, ensuring communications are executed effectively and consistently across all channels
Ÿ Increase brand awareness and interest of IMI Awards in target markets through effective marketing and communication of all products

Ÿ Keeping IMI Awards approved centres informed of developments and new offers
Ÿ Manage annual customer satisfaction survey, providing detailed report to the SMC
Ÿ Manage and develop the IMI Awards web site, updating with regular news and content

Ÿ Responding to media enquiries for IMI Awards, acting as a spokesperson where appropriate and providing informative comment to the media and other industry platforms on issues relevant to IMI Awards

Ÿ Securing positive exposure for IMI Awards within all media through the production of news releases, case studies and comment

Ÿ Participate in on-line systems development, i.e. e-portfolio, on-line assessments and web portal 
Ÿ To line manage three staff, set objectives, evaluate activities and provide development support

Ÿ Represents IMI Awards at presentations, awards ceremonies, open days and evening events as required

Ÿ Responsible for identifying, attracting and obtaining sponsorship income for IMI Awards as appropriate, i.e. for the Outstanding Achievers Awards

Ÿ Responsible for the development and staging of IMI Awards events as required, i.e. Outstanding Achievers Awards

Ÿ Attends and participate in External Verifiers and regional network meetings when required

Ÿ Accountable for the planning and expenditure of IMI Awards marketing and communications budget

Limits of Authority

Manage, monitor and forecast marketing and communications budget, circa £100,000.
Knowledge, Skills & Abilities

Proven skills in marketing, communications and public relations, formulating and execution of marketing communications strategic plan
Excellent written and verbal communications ability, including creative writing, editing and presentation skills

Full IT literacy with sound knowledge of a wide range of digital communications media 

Excellent project and budget management

Working knowledge of print and design processes

Qualifications

Degree in public relations, media or marketing discipline (CIM/CIPR/CAM)
Working Conditions:

Mainly office based with frequent visits to suppliers and customers, sometimes necessitating overnight stay.  Small possibility of international travel.

· Mainly 9-5 but occasional requirement to work outside contractual hours
This Job Description will be subject to review from time to time. Any amendments will be made in consultation with the job holder(s).
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