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UK Marketing and Admin Manager

Job Description and Application Procedure

Job Title


Marketing and Admin Manager – Part Time 
(20 hours per week)

Accountability


To the UK director Dom Hall

Location


Ulverston office, Cumbria. 

Term
The role will be offered initially for 6 months (including a three month probation period) with the intention of then becoming a permanent role.  

Brief Description


Fieldskills is a small, dynamic and growing expedition travel and training business.  We are based on the edge of the Lake District nation park and run expedition training courses.  We support fieldworkers, charities and expeditions in Borneo and across the world.

We are looking for a highly organised individual with I.T. and customer care skills.  The main element of the role will be in the administration and marketing of our range of training courses.  Being a dynamic and growing business the successful candidate will be bright, flexible and self-motivated and happy to get stuck in to a range of other tasks such as accounts, kit preparation, transport arrangements etc.  An interest in overseas travel and outdoor activities would be an advantage but is not essential.   

We see the role as an exciting opportunity to gain experience in marketing and developing our growing and exciting business, or someone with some experience already under their belt and now wanting to get involved with a small company where they can really make a difference.  For the right candidate there would be the opportunity to build the role and become an integral part of this growing business.  There may also be the opportunity to attend our range of courses and in the long term even to get involved with our expeditions in Borneo.  

Duties and Responsibilities


Administration:

· Answer customer queries and manage bookings

· Organise staffing and administration for courses

· Co-ordinate training venues

· Send out course information and arrange client payment.

Marketing:

· Develop and implement course marketing including email campaigns, mailshots, phone marketing, social media and attending events.

· Additional skills in copy writing, web editing or direct sales would all be an advantage.

Other:

· Get involved with other elements of course design, web research, kit packing, arranging transport and the general over all running of the business.

Hours of Work


20 hours a week.  10 – 3, Mon - Fri though this is open to negotiation and some flexibility for the right candidate

Rate of Pay


£15000 per year pro rata

Key Skills
· Organisational Skills – the ability to manage all the course bookings and ensure the smooth running and administration of a wide range of different tasks
· IT experience – good knowledge of spreadsheets (excel) and databases (access), powerpoint and wordprocessing.  Any additional knowledge of web-editing or other design packages (photoshop, pagemaker, publisher etc) would be an advantage

· Written and spoken English – good quality of written and spoken English for the rang eof customer communication on the phone and by letter and email

· Marketing experience – experience in advertising, marketing and sales would be an advantage
· Self Motivation and Initiative – ability and motivation to work under your own initiative is essential
· Enthusiasm – an enthusiasm to get stuck in to develop our company is a must and an interest in the travel and training business is sure to help with that!
· Facilities

· Driving license and own car would be an advantage

How to Apply

Send a CV and covering letter explaining why you think you fit the bill to:

admin@fieldskills.com
All CVs must reach us by 1st August.

We look forward to hearing from you.

