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	Post Details
	Last Updated:  22/05/23

	Job Title:
	Marketing and Communications Executive (Professional Sport)

	Job Family & Job Level
	Professional Services
	Level 3

	Responsible to
	 Marketing Manager 

	Responsible for (Staff)
	N/A

	Job Purpose Statement 

As the Marketing and Communications Executive (Professional Sport), the post holder will be responsible for delivering marketing campaigns and communications to drive ticket sales for the Professional Sports Franchises, support other commercial initiatives and ensure that the match day experience for fans is of the highest standard.
The post holder will be responsible for the day-to-day management of the Surrey Storm and Surrey Scorchers digital channels, including social media, website and email marketing, as well as filming and editing content.
The role will be responsible for generating marketing activity in line with the strategic aims for the Professional Sports Franchises. The post will also work closely with the Franchise General Manager and Coaches to support the delivery of community and outreach activity with promotional materials and creating media content for marketing opportunities.


	Key Responsibilities

This document is not designed to be a list of all tasks undertaken but an outline record of the main responsibilities (5 to 8 maximum) and should be read in conjunction with the accompanying Job Purpose.

	1. Lead in the planning and execution of marketing campaigns across the professional sports franchises.
2. Lead in the maintenance of relevant areas on the Surrey Scorchers and Surrey Storm websites and producing email communication campaigns to relevant database marketing lists.

3. Lead in the design, production and distribution of print and digital publicity material in support of the Sports Franchises.
4. Produce and manage content for social media channels to proactively promote Surrey Storm and Surrey Scorchers activities and commercial products.
5. Support key marketing outreach events and activities related to the franchises.
6. Coordinate the match day experience with the Customer Experience team, Franchise General Manager and the Operations Manager, including run sheets, entertainment and fan engagement activities.
7. Attend all match days and coordinate the media content pre, during and post-match, including social media posts, match reports, etc.
N.B. The above list is not exhaustive.

	Problem Solving, Accountability and Dimensions of the role 

	As part of this role, they will need to be a confident face-to-face communicator able to develop positive working relationships with a range of key stakeholders, including Surrey Sports Park colleagues, University of Surrey staff and students, creative agencies, sponsors, partners and media.

The post holder will be expected to provide regular feedback and reports on their progress against tasks and objectives.

The post holder should require little supervision for their day-to-day activity but be clear on when to refer decisions to their line manager or appropriate colleagues. They will have the latitude within their daily/weekly work routine to organise and prioritise their own work, to ensure that key deadlines and objectives are met.  This will include successfully managing any conflicting demands, possessing a basic awareness of the options available and being able to make effective and appropriate decisions, referring only to their line manager where appropriate.  

The post has an impact across all areas of Marketing and Communications. 

	Person Specification This section describes the sum total of knowledge, experience & competence required by the post holder that is necessary for standard acceptable performance in carrying out this role.

	Qualifications and Professional Memberships
	

	A level, NVQ 3, or equivalent
Or:

Broad vocational experience, acquired through a combination of job-related vocational training and on-the-job experience, demonstrating development through involvement in a series of progressively more demanding relevant work/roles.
	E
       


	Technical Competencies (Experience and Knowledge) This section contains the level of competency required to carry out the role (please refer to the Competency Framework for clarification where needed and the Job Matching Guidance).
	Essential/
Desirable
	Level

1-3

	Experience of writing copy for different purposes/audiences
	E
	2

	Experience in working with a professional sports team promoting activities and sessions
	D
	N/A

	Good problem solver, confident with high attention to detail
	E
	2

	Experience in filming using video cameras, equipment and editing software
	E
	2

	Excellent IT skills including working knowledge of Mac, Microsoft Office including Outlook, Word and Powerpoint.
	E
	2

	Experience with working on email campaign or CRM software such as Mailchimp or Hubspot
	D
	2

	A solid understanding of digital marketing practices and experience working on content for social media channels (including Facebook, Twitter, YouTube, TikTok, Instagram)
	E
	2

	Ability to work independently in relation to routine activities
	E
	2

	Keen interest in sport, health and fitness, sporting events and competitions
	E
	2

	Special Requirements: 
	Essential/
Desirable

	Flexibility to work outside standard office hours
	E

	Core Competencies This section contains the level of competency required to carry out this role.  (Please refer to the competency framework for clarification where needed). n/a (not applicable) should be placed, where the competency is not a requirement of the grade.
	Level

1-3

	Communication

Adaptability / Flexibility

Customer/Client service and support
Planning and Organising

Teamwork

Continuous Improvement

Problem Solving and Decision Making Skills

Managing and Developing Performance
Creative and Analytical Thinking

Influencing, Persuasion and Negotiation Skills

Strategic Thinking & Leadership
	2
2
2
2
2

2
1
N/A
2
1
N/A


	Organisational/Departmental Information & Key Relationships

	Background Information/Relationships 
Surrey Sports Park is at the heart of sport and physical activity in Surrey, and our mission is to deliver the best possible sport, health and wellbeing experience to our University of Surrey students and to the wider SSP community. We provide strategic added value to the University by delivering an outstanding student experience through social and competitive sport and providing an excellent environment for wellness and fitness for Surrey staff and students, and our community impact is significant both culturally and physically. 
The post holder will work closely with all Sports Park staff and both internal and external guests.
This role along with other marketing colleagues is  responsible for ensuring that Surrey Sports Park is optimally positioned in local, national and international markets against a variety of different target audiences ranging from the local community, schools, sports clubs and businesses, media, University of Surrey students and staff, National Governing Bodies, event organisers, Performance Directors, athletes and teams.
Attraction and acquisition of ticket buyers for various franchise matches and events and ongoing reputation building and management are just some of the performance indicators against which the department will be judged. The post will be line managed by the Head of Sport Delivery and is expected to collaborate with other members of the Sport Delivery Team and the University of Surrey’s Marketing Department; in addition it will be expected to work closely with the various franchises Directors, coordinators, coaches and players.
Key Relationships

The post holder will develop key relationships with the Sport Delivery Department, franchise personnel, the British Basketball League (BBL) and the Vitality netball Superleague (VNSL), Creative Design Agency and local media / advertisers.
All staff are expected to:

Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with Surrey Sports Parks Equal Opportunities Policy.

Help maintain a safe working environment by:

· Attending training in Health and Safety requirements as necessary, both on appointment and as changes in duties and techniques demand.

· Following local codes of safe working practices and Surrey Sports Parks Health and Safety Policy.

· Excellent environmental performance is a strategic objective for the Surrey Sports Park and the University of Surrey. All staff are encouraged to work to achieve the aims of our Environmental Policy and promote awareness to colleagues and students. 
· Undertake such other duties within the scope of the post as may be requested by your Manager.

	This job purpose reflects the core activities of the post. As the Department/Faculty and the post-holder develop, there will inevitably be some changes to the duties for which the post is responsible, and possibly to the emphasis of the post itself. Surrey Sports Park expects that the post-holder will recognise this and will adopt a flexible approach to work.  This could include undertaking relevant training where necessary. 

Should significant changes to the job purpose become necessary, the post-holder will be consulted and the changes reflected in a revised job purpose.
Department Structure Chart



