Wolfestone Translation Ltd


	Job Description
Title: Online Marketing Executive
Department: Operations  and Marketing
Reports to: Marketing Director
You will assist the Marketing Director in all aspects of online marketing tasks. You should have a keen interest in marketing and be extremely computer literate. Your aim will be to raise the company profile, develop our brand identity and e-commerce activity.

	


Responsibilities:
· Search engine optimisation

· Email marketing – liaise with the sales department
· Manage database – newsletter subscribers, opt outs and bounces

· Website management 
· Use Google Analytics to increase website conversion rates 

· Manage blog

· Assist with PPC
· Submit press releases

· Online brand management

· Competitor research 

· Manage social media – Linked in, Facebook, Twitter

Relationships and Roles:
Internal / External Cooperation
· Demonstrate ability to interact and cooperate with all company employees. 

· Build trust, value others, communicate effectively, drive execution, foster innovation, focus on the customer, collaborate with others, solve problems creatively and demonstrate high integrity. 

· Maintain professional internal and external relationships that meet company core values. 

· Proactively establish and maintain effective working team relationships with all support departments. 
Personal specifications:
Essential

· Proven online marketing experience

· Link development skills

· Good knowledge of search engines

· Strong communication skills both written and verbal

· Well organised and exceptional attention to detail

· Good knowledge of Microsoft  Word and Outlook

· Good understanding of social media

Desired

· A degree related to marketing, advertising, communications or English subjects

· Digital diploma in online marketing

· Pay per click knowledge

· Dreamweaver

· Google Analytics

· SEO

· Photoshop

· PPC

