WORLD JEWISH RELIEF
JOB DESCRIPTION


Job Title: 		Marketing Assistant 

Reports to:		Marketing Manager

Purpose: 
To support the Marketing team, with particular focus on campaign analysis for our individual giving campaigns and the design, print and distribution of a range of supporter marketing materials.

Background:
World Jewish Relief is dedicated to alleviating human suffering and serving the urgent needs of, primarily but not exclusively, Jewish communities who are at risk or in crisis around the world. Last year WJR raised in excess of £5.4m voluntary cash income supporting over 90,000 vulnerable and isolated clients across 16 countries.

WJR’s Individual Giving programme is a growing element of the charity’s fundraising portfolio, with donations received throughout the year via a range of direct marketing appeals delivered through Direct Mail, telemarketing and online. In addition the Marketing team respond swiftly to Emergency appeals, preparing all appeal materials as required. 

This is a new role indicating the scope for income growth within the department. Working with the Marketing Manager and Head of Marketing and Individual Giving the post holder will help further develop a first-class supporter engagement programme to ensure maximum donor retention and growing revenue stream. Analysing results is also a key requirement of the role, ensuring we maximise learning from past appeals and target future campaigns accordingly.

This role will play a critical part in achieving our income goals, supporting the team and allowing them to focus on and prioritise donor management and development.

Key Responsibilities:

· Data analysis of appeals, to assess individual donations and determine giving patterns
(recency / frequency / value) to improve donor targeting and segmentation

· Lead the promotion of WJR’s Celebratory Giving programme, to meet budgetary targets
 
· Dispatch all orders from WJR’s ethical giving website, Wjrapped Up, to ensure professional and efficient customer service

· Development and operation of Sponsor a Child and Sponsor a Grandparent programmes, to ensure they are promoted, managed, reported on and fulfilled effectively

· Preparation of marketing materials to promote WJR’s Missions to overseas projects 

· Preparation of WJR letterhead, ensuring it is up to date with current and correct Patronage information 

· Development of  online and offline materials to promote volunteering in WJR 

· Reporting on outcomes of Twinning programme (in collaboration with Community Fundraising team)

· Regular updating of a full suite of Thank You letters for donations received

· Assist the Marketing Manager with reports of Emergency income and programme updates, so donors are informed about immediate and post-appeal outcomes

· Assist the Marketing Manager in co-ordination of the day to day relationship with outsourced marketing agencies, including creative briefing, artwork, copy development, target setting, monitoring and assessment

· Assist the Marketing team in the development and management of the relationship with print, mailing house and other suppliers ensuring best value and quality of printed materials

· Assist the Marketing Manager in the creation, development and management of general marketing materials such as Fact Sheets, FAQs and advertisements, promoting WJR’s fundraising programmes (including liaison with advertising and sales departments of Jewish media accordingly)

· Liaise with Special Events & Community Fundraisers, assisting with design and print of promotional materials as required

· Assist the Marketing Manager and Head of Marketing and Individual Giving in all aspects of donor care and donor development when planning and implementing donor appeals  

· Benchmark, monitor and draw upon best practice in Individual Giving fundraising strategy, adhering to Fundraising Standards Board guidelines at all times

· Form part of WJR’s administration team, answering donor phone calls, responding to Info emails, opening post, dealing with supporter enquiries






PERSON SPECIFICATION


	
	Skills / Status Required


	QUALIFICATIONS
	· Degree level or equivalent


	SKILLS, KNOWLEDGE AND APTITUDE
	· Exceptional administrative and organisational skills

· High level of proficiency in Word, Excel, Powerpoint, Internet and Outlook

· Demonstrable written and oral communications skills

· Capable working under pressure and to set timetables and deadlines

· Ability to work in team and use own initiative

· Excellent attention to detail and quality of output

· Demonstrable ability to interrogate database and fully utilise its capacity

· Experience of volunteer management an advantage

· Fast-learner, keen to grow skills and experience in high-energy marketing environment 


	OTHER
	· An understanding of and empathy with values and work of World Jewish Relief

· Knowledge and understanding of the Jewish Community a distinct advantage

· Ability to exceptionally work additional hours according to event demands







As this post is UK based, non-EU nationals will require current and valid permission to work in the UK

Normal Hours of Work:   
Normal hours of work are 9:00 am to 5.30 p.m. Monday to Thursday and 9.00 am to 2.00 p.m. on Friday although flexibility is required for additional hours at the request of senior management.  
