Communications and Marketing Assistant  

As a Communications and Marketing Assistant, you will support the in-house communications team in delivering high-quality marketing and communication activities and campaigns for a range of audiences. Your focus will be on delivery and execution, ensuring timely, engaging, and effective content across multiple channels. 
You will work closely with the Communications Manager, communications business partners, digital specialist and marketing comms coordinator to help deliver impactful campaigns and maintain brand consistency.

What are my key responsibilities?

· Support the delivery of marketing and communication campaigns, ensuring content aligns with brand guidelines.

· Create engaging written and visual content for internal and external channels, including social media, website, intranet, email newsletters, and printed materials.

· Support the marketing comms coordinator and wider team in taking accurate and comprehensive notes during team meetings, ensuring actions are clearly documented and followed up.

· Assist in managing content scheduling and publishing across digital platforms.

· Support the routine content management of the organisation’s website and intranet, ensuring accuracy and engagement.

· Assist in the planning and execution of internal and external events.

· Monitor communication metrics and assist with tracking campaign performance.

· Maintain administrative support, including updating campaign trackers, preparing reports, and organising team resources.

· Act as a brand guardian, ensuring all materials are produced in line with brand guidelines and tone of voice.

· Proactively contribute creative ideas to enhance communication effectiveness.

· Stay informed about the housing sector, whg’s operations, and relevant media trends to identify engagement opportunities.
· Embrace new and emerging technologies, such as AI and how it can support communications delivery. 
Relationships

You will report to the Communications Manager.

You will work collaboratively with the Communications team.

 

You will support and engage with colleagues across the organisation and at all levels or seniority.

You will work with our external stakeholders including media, marketing and digital agencies, events and video suppliers.






_____________
Role requirements: 
There are certain qualifications and experience that we are looking for to operate effectively in this role:

 

· A qualification or equivalent experience in marketing, communications, journalism, or a related field.

· Strong writing and content creation skills, with the ability to tailor messages for different audiences.

· Experience using content management systems (CMS) such as WordPress to update online content.

· Experience using design tools like Canva and basic video editing apps

· Understanding of brand guidelines and experience in applying tone of voice to written communications.

· Strong organisational skills with the ability to manage multiple tasks and meet deadlines.

· A proactive and collaborative mindset, working effectively within a team.

· Excellent attention to detail and commitment to producing high-quality work.
Additional Information:

You will need to be self-motivated and accountable with the ability to use own initiative, manage own time and priorities whilst demonstrating a flexible and proactive approach.

You’ll need to have the ability to work flexibly to meet the occasional need for evening and weekend working as required.

_________​​​_______________________________________

whg’s values and behaviours 
At whg we have an ambitious aim to be an exceptional place to work that attracts, develop and retains talent. We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in our 2030 plan identify the behaviours that we expect all colleagues to display at whg. 
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	Trustworthy

You can rely on us. We are honest in everything we do.
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	Accountable

Taking responsibility for our actions and owning the delivery of our promises.
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	Excellent

Striving to be the best and delivering the best outcomes for customers and the organisation.
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	Respectful

Valuing people and treating everyone with empathy and fairness.
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	Collaborative

Achieving great things by working together.


Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.


