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Transaid Marketing Assistant
Job Description

Job Purpose

To assist the marketing team to maximise income and programme support from Transaid’s members and corporate supporters in transport, logistics and related industries
Relationships
· Reports to the Marketing Manager
· Works closely with the Transaid Office Manager and Programmes Managers
· Works under supervision with selected corporate members of Transaid
· Works with Transaid volunteers and consultants and others who can add value to corporate partnership strategy and tactics
Responsibilities
Partnership management 

1. Support the Marketing Team to manage the Transaid corporate membership scheme in order to maximise unrestricted income and provide quality account management to members
2. Support the Marketing team to maximise income from corporate relationships through appeals, employee involvement activities, payroll giving, project sponsorship, cause related marketing and other fundraising techniques
3. Support the organization of the Transaid 10th Anniversary Gala Dinner and other events 
4. Represent Transaid and assist at third party events run in aid of Transaid

Supporter Communications
5. Work with the programmes and marketing teams to provide regular feedback on Transaid’s work to supporters through website and other communications
Admin/Internal comms 

6. Maintain Transaid’s database of members and supporters, including accurate record keeping of actions taken and income requested and received 
7. Attend team meetings, contributing and reporting back on corporate partnership activities
8. As a member of a small team, be willing to contribute to any other team activity as requested

9. Uphold Data Protection regulations and work to Institute of Fundraising codes of practice

Person specification

Essential

· A commitment to overseas development work

· Excellent communication skills - written, verbal and interpersonal
· Computer literacy

Desirable 
· Previous working experience in marketing 

· Knowledge of the UK transport & logistics industry 
· Experience of website management 

· Experience of Microsoft Access

· Knowledge of Photoshop & Desktop publishing – useful, not essential

Remuneration
We are offering a starting salary of between £16,000 & £18,000 pa negotiable depending on experience, 25 days leave per annum and a generous optional pension scheme. 

Please send a letter of application of no more than two sides explaining what attracts you to the post and what you will bring to the post, and attach your CV.  Send applications to info@transaid.org 
Closing date for applications: 10.00 AM 11th  February 2008
Transaid, 137 Euston Road, London NW1 2AA

Tel: 020 7387 8136;   www.transaid.org


