
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

 
 
Reporting to:  Head of Marketing    
 
Location:  Bishop’s Stortford  
 
Responsible for: No direct reports  
 
Special Requirements: This post is predominantly office based in one location. 
 

 
 
 
 
 
 

Job Description: 
Digital Marketing Executive  

 

Main Purpose of the Role 
 

Be responsible for adding and maintaining up-to-date content on the Tees website, using the 
Content Management System (CMS), providing keyword research for the search engine 
optimisation programme to continually improve the website’s performance.  
 
(On-the-job training will be given on the CMS which is called Django, plus keyword research).  
 
Provide additional assistant to the Events and Sponsorships Manager as required. 
 



Main Responsibilities 
 
Daily updates for accuracy: respond quickly to requests to update information including: staff 
changes - new staff, leaving staff, moving staff (names, phone numbers, departments, locations). 
Be the first point of contact for staff requests for small edits to the site (corrections, updates 
etc), report any failures immediately to the web agency to get any bugs fixed. 
 
People profiles: manage the process to ensure all people pages are up-to-date with profiles and 
professional accreditations kept up-to-date e.g. Legal 500, Resolution, Law Society etc 
 
New content: make regular additions of new content (plus images) as a key part of promoting 
Tees and improving Google rankings. New content includes: corporate news stories, new articles 
and case studies, job vacancies, up-to-date testimonials, FAQs. Needs to work closely with 
Communications Editor on social media to upload new content as necessary to link to the social 
media activity. 
 
Search engine optimisation (SEO) – co-ordinate and implement the ongoing optimisation 
programme uploading new writing (written by others in the team), throughout the whole 
website, to incorporate keyword search terms as part of continually improve the ranking 
performance (to generate more traffic and conversions). 
 
Keyword research: recommended keyword terms to all colleagues writing online articles in order 
to ensure the content is optimised and has more chance of ranking highly. 
 
Competitor SEO: Track keywords used by priority competitors and advise on word strategies to 
outrank them in Google. 
 
Google My Business (GMB): maintain the six Tees’ accounts with up-to-date information and 
weekly social media posts to ensure high ranking on GMB. 
 
Other ongoing SEO: implement optimising strategies advised by One Space Media including 
managing backlinks from other sites, including directories. 
 
Agency contact: Liaise regularly with One Space Media to fix bugs, project manage and 
implement new sections and new content elements (that may be commissioned by Tees in the 
future) under their direction e.g. trainee section, mortgage calculator, client portal, enewsletter 
sign-up, link to Cascade HR system. 
 
Reporting and analysis: provide monthly analysis of key metrics from Analytics and monitor 
traffic flow on the website using Hotjar to make recommendations for changes as needed to 
capitalise on the insight into visitor behaviour. 
 
Events assistance: provide general, intermittent assistance to the Events and Sponsorships 
Manager as required. 
 



Collaboration with team: attend team meetings, contribute ideas and work collaboratively with 
marketing and comms colleagues responsible for other areas of work. 
 
To assist other members of the marketing team with ad hoc tasks as needed. 
 

  



Person Specification 

 

Behavioural and Technical Essential/ 
Desirable 

Definition 

Relevant or equivalent role Essential  

 
 
 
 
 
 
Desirable 

 

Is passionate and enthusiastic about their area of 
specialism. 
 
Can evidence they meet the essential technical and 

behavioural criteria for the role. 

 
Has exercised an interest in digital skills, either as a 
hobby or through another domain. 

Customer service and community 
focus 

Essential  Professional, polite, enthusiastic and welcoming 
approach. 
 

Standards Essential  Embraces a learning environment/interested in their 
own continued professional development 
 
Understands the need for confidentiality in a legal 
environment. 
 
Sets and strives for high standards throughout their 

work. 

 
Demonstrates integrity, shares knowledge, supports 

and promotes colleagues.  

Planning and Organising Essential  Good organisational skills to keep track of tasks, 

report back on progress of tasks and collate material 

from multiple sources. 

 

Methodical, accurate and able to prioritise  

 

Manages own time effectively, is organised and 

prioritises work efficiently. 

 
Adheres to the firm’s procedures for file 

management and reporting. Monitors and maintains 

quality and productivity of work. 

 

Works effectively and efficiently without supervision.  

 

Ability to work in a planned and organised way, but has 
the ability to multitask and manage a variety of 
requests at one time 

 

 



Behavioural and Technical Essential/ 
Desirable 

Definition 

Monitors and maintains quality and productivity 

 
Methodical, accurate and consistent even when under 
workload and/or time pressures 

Equality and Diversity Essential  Respects others cultural viewpoints and 

perspectives, is constructive and understanding. 

Demonstrates empathy and is respectful.  

 
Demonstrates an awareness of pertinent cultural issues 
both within the firm and the wider environment. 

Working with others 
 
 

Essential  Good interpersonal skills to work effectively and 

positively with team members and external web 

agency 

 

Demonstrates integrity, shares knowledge, supports 

and promotes colleagues and maintains a positive, 

constructive attitude. 

 

Establishes positive professional and effective 

relationships.  

 

Adapts and fits in well, able to work independently and 
within a team. 

 

Finds things to do to help others when capacity allows.  
 
Ability to build effective relationships with supervisors, 
managers, staff and clients. 
 
Act in an open and approachable manner. 
 
An awareness for the need for confidentiality. 

Technology Essential  Interested in and knowledgeable about digital 

platforms (websites, social media) with a willingness 

to learn new systems. 

Computer and web literate and other new media, 

strong ICT skills. 

 
Uses technology and other resources available to 
achieve objectives.  
 
Experience using Microsoft office – Word, Outlook and 
Excel.  



Behavioural and Technical Essential/ 
Desirable 

Definition 

Presenting and communicating 
information 

Essential  Communicates effectively and appropriately to a 

range of audiences. 

 
Strong oral, written and presentation skills. 
  
Confident, clear and articulate communication skills 
both orally and in writing.  
 
Well presented, appropriate to a professional business 
environment. 
 

Innovation and Initiative  Essential  Uses initiative to seek out suitable technical 

solutions. 

 
Handles problems in an innovative way.  
 
Has a proactive approach and will take responsibility 
for tasks and issues.  
 
Capable of taking initiative and finding solutions to 
problems.  
 
Awareness of level of responsibility and when and how 
to escalate issues appropriately. 

 
 


