JOB DESCRIPTION & PERSON SPECIFICATION
	Position
	MARKETING CO-ORDINATOR


	Location
	Stornoway Town Hall


	Reporting To
	Chief Executive Officer


	Time Commitment
	37.5 hours per week


	Salary
	£33,000


	Employment Contract
	Permanent


	Annual Leave
	28 days per annum (inclusive of public holidays)


	Benefits
	· Private Pension Scheme – 10% employer contribution  
· Death in Service Scheme
· Private Health Insurance
· Cycle to Work Scheme


	
Role Objectives
	The Harris Tweed Authority (HTA) is a statutory public body, tasked in law with the privilege of protecting and promoting the unique Harris Tweed® industry, based in Stornoway in the Outer Hebrides of Scotland.

The HTA is seeking a creative and adaptable Marketing Co-ordinator to join our team. The role will support the administration and delivery of a range of projects that advance the Authority’s statutory mission to protect and promote Harris Tweed®, helping to strengthen the global profile of the iconic textile.



	Main Responsibilities
	· Implement and maintain HTA promotional strategy across a range of media channels
· Manage marketing calendars, schedules and project timelines
· Manage the Harris Tweed Story Room exhibition
· Create and develop educational resources to support awareness & understanding of Harris Tweed®
· Promote existing tools and resources
· Lead and independently manage projects from inception to delivery

	Qualifications & Experience
	· 2 years+ experience in marketing, communications or digital promotion role
· Proficiency in using social media, creating content and preparing copy for use in press/media advertising/features.
· Experience in delivering marketing projects
· Excellent written and verbal communication skills 
· Proficiency in Microsoft Office suite
· Experience using Adobe suite would be advantageous


	Skills & Attributes
	· Ability to multitask and be highly organised
· Creative, proactive & enthusiastic 
· Excellent communication skills
· Strong attention to detail
· Ability to work under pressure and to tight deadlines
· Ability to work autonomously, as well as being a team player
· Adaptability and flexibility, to meet the needs of the organisation 
· Gaelic language skills would be desirable 
· A driving license and access to a car are essential
· This role may involve occasional manual handling tasks. Reasonable adjustments will be considered to support candidates and employees in carrying out these duties.
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