
 
 

Job Description: 
Marketing Assistant 

 
 

 

Reporting to: Marketing and Communications Manager 

 Location: Cambridge  

Responsible for: No direct reports 

Special Requirements: Tees supports a blended working approach with an expectation of 3 days each 
week in the office.  

 
 
 

 

Main Purpose of the Role 

 
Provide high quality communications to internal and external audiences including key 
clients, prospects, referrers, and current and potential employees, in line with Tees' 
marketing communications strategy. 

 
Contribute creative ideas for new activity and assist with the production of content across 
multiple channels, working closely with the Marketing and Communications Manager and 
other internal teams. 



Main Responsibilities 
 

Create and edit content for the firm across a range of channels in both digital and print. This 
will include SEO optimised articles, case studies and copy for the website, e- magazine, press 
releases and social media posts. 
 
Plan and devise appropriate messaging and posts for the firm’s social media channels, in 
line with the social media strategy.  

 
Collaborate with external copywriters in delivering a range of                      content for both digital and 
print. 
 
Support the Marketing and Communications Manager to deliver Tees’ internal communications 
in line with the brand culture and values with aim to keep staff connected, informed, and 
engaged. Collaborate with other departments to deliver effective internal communications 
through internal channels.  
 
Day-to-day  responsibility of the upkeep of information and presentation on the firm's intranet.  
 
Support in the delivery of a programme of Corporate Social Responsibility and staff engagement 
opportunities. 

 
Design, write and produce printed marketing materials/activities in conjunction with other team 
colleagues, firm-wide stakeholders and external designers.  
 
In support of advertising, maintain communications with the external designer to provide copy with the 
appropriate messaging.  
 
Attend team meetings, contribute creative ideas and work collaboratively with marketing 
and communications colleagues responsible for other areas of work. 

 

Undertake any other reasonable duties allocated to the role.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Person Specification 
 

Behavioural and Technical Essential/ 
Desirable 

Definition 

Relevant or equivalent role Desirable 
 
 
Essential 

2-3 years’ experience working in a 
communications/marketing department. 

 
Holds a degree or equivalent qualification. 

 
Good understanding of marketing and 
communications channels and techniques. 

 
Is passionate and enthusiastic about their area of 
specialism. 

 

Can evidence they meet the essential technical and 
behavioural criteria for the role. 

Customer service and community 
focus 

Essential Professional, polite, enthusiastic and welcoming 
approach. 

 

Appreciates their role within the local community 

and makes a positive contribution to the Firm’s 

corporate and social responsibility. 

Standards Essential Well-presented, appropriate to a professional business 
environment. 

 

Sets and strives for high standards throughout their 
work. 

 

Embraces a learning environment/interested in 

their own continued professional development. 

 

Understands the need for confidentiality in a legal 

environment. 

Planning and Organising Essential Good project management and organisational skills 
to collate material from multiple sources and 
produce content within tight deadlines. 



Behavioural and Technical Essential/ 
Desirable 

Definition 

  Methodical, accurate and consistent even when 
under workload and/or time pressures with the 
ability to prioritise and manage a variety of requests 
at one time. 

 
Manages own time effectively, is organised and 

prioritises work efficiently. 

 
Monitors and maintains quality and productivity of 
work. 
 

Ability to work both independently, as part of a 
designated team and as part of the firm. 

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

 
Acts calmly in a crisis, tactful, determined, quick- 
thinking, but methodical and consistent. 

Presenting and communicating 
information 

 
Desirable  
 
 
 
 
Essential  

Proven track record of copywriting and editing skills 
– a versatile writer who can adapt style according to 
the brief and medium. 

 
 

High quality of written English, attention to detail and 
proof-reading ability with excellent spelling, grammar 
and punctuation skills. 

 
 

Confident and articulate when speaking. 



Behavioural and Technical Essential/ 
Desirable 

Definition 

Working with others Essential  Adapts and fits in well, able to work independently 
and within a team. 

 
Pro-active in finding tasks as capacity allows.  

 

Proven ability to build effective 
relationships with employees at all levels 
and outside agencies.  

 
Acts in an open and approachable manner. 

 
Has an awareness of the need for confidentiality. 

 

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. 

Technology Essential Proficient in Outlook, Word, Excel as well as having 

confidence to learn new software and apps. 

 
Computer and web literate and other new media, 

strong IT skills. 

 
Uses technology and other resources available to 
achieve objectives. 

 

Experience using Microsoft office. 

 


