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CONNECTING BUSINESS TO LONDON

Think London
Role Profile

Role
Marketing Executive

Context

Think London is the official foreign direct investment agency for London. We connect international
businesses to London, helping them set up, succeed and grow. We are a not-for-profit, private-public
partnership delivering expertise and advice to international businesses. Our website is
www.thinklondon.com.

Purpose of the Role
The primary role is supporting the marketing team in their day-to-day activities.

Key Responsibilities
The key responsibilities include, but are not limited to, involvement in the following functions:

Online
e Update content on the Think London website weekly or more frequently if required
e Monitor the visitor levels and visitor movements on the website and make recommendations
for improvements based on traffic figures
e Manage all online enquiries as appropriate - eg respond directly, pass on for action, log in
customer database, record for metrics

Metric reporting
e Track all online and phone enquiries and record for monthly reports

PR / Communications
e PR assistance — provide administrative support to the in-house and agency PR team
e Formatting and distributing press releases
e Collate stories, write, develop and distribute the monthly Think London e-newsletter

Marketing collateral / Deliverables
e Manage all Think London marketing collateral stock
e Analyse collateral usage and make recommendations for deliverables required
e Briefing, reviewing and managing suppliers and agencies for all Think London marketing
deliverables

Events
e Attend and provide professional front of house assistance during the execution of high level
Think London business receptions
e Administration support for all events — e.g: packing and posting invites

General administration
e Answering the phone on the switchboard
e Organising meetings & meeting rooms


http://www.thinklondon.com/
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Organising marketing team members diaries

As part of the broader administrative team provide supportto the other team administrators
Organising couriers

Ensuring relevant contacts are maintained on the CRM database

Additional activities

Researching and recommending best practice solutions for specified marketing activities
Researching and reporting on new technologies, innovative approaches which could be useful
in marketing Think London

Experience required

Graduate level of education or equivalent

Good administrative skills preferabley obtained in a marketing or business development
environment

High level of technical skills Competent in the applications below:
Outlook

Office

Photoshop (preferred)

Google analytics (preferred)

Open CMS (preferred)

o HTML

A high standard level of written English

Experience of supplier management and stock control would be beneficial
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Helpful (not essential) expertise:

International marketing: knowledge or experience of marketing or selling to international
audiences

Economic development: knowledge or experience of working in an economic development
environment

London: broad understanding of the city and its issues

Qualities

Energy: takes a pro-active approach to providing services to others, understanding their needs
and delivering; a self-starter.

Flexibility: adapts to a rapidly changing environment; copes well with the unexpected; takes
pragmatic not perfectionist approach to getting things done.

Confidence: delivers information with authority; impresses as credible; skilled in transferring
knowledge to others.

Charm: makes a positive impact on others; communicates with passion.

Vision: sees the bigger picture; understands their effect on others.

Passion: has passion for London and all it has to offer.

Ambition: drive to succeed; to meet targets and exceed them.

For more information, please visit www.thinklondon.com



http://www.thinklondon.com/

