1. JOB DESCRIPTION – DIGITAL MARKETING ASSISTANT
Job Title: Digital Marketing Assistant
Location: London (Hybrid)
Salary: £22,000 – £25,000 per year
Contract Type: Full‑time, Permanent
About the Role:
We are looking for a Digital Marketing Assistant to support our marketing team with online campaigns, social media content, and basic analytics. This is an entry‑level role suitable for someone who is motivated, organised, and interested in digital advertising.
Key Responsibilities:
• Assist with creating and scheduling social media posts
• Support email marketing campaigns
• Help update website content using CMS tools
• Monitor engagement and prepare simple reports
• Research competitors and market trends
• Support the marketing team with day‑to‑day tasks
Person Specification:
Essential:
• Basic understanding of digital marketing
• Good communication skills
• Ability to work as part of a team
• Basic IT skills (Word, Excel, PowerPoint)
• Interest in social media and online advertising
• Good time management and organisation
Desirable:
• Experience using Canva or similar design tools
• Knowledge of SEO or Google Analytics
• Previous customer service or sales experience
How to Apply:
Please submit your CV and a short cover letter explaining why you are interested in this role.

2. CV – DIGITAL MARKETING ASSISTANT 
Profile
I am a motivated student with an interest in digital marketing and advertising. Through my university work, I developed a business idea for LED billboards, which helped me understand basic marketing, research skills, and how to present ideas clearly. I enjoy learning new tools and supporting a team with day‑to‑day tasks.
Key Skills: 
• Basic digital marketing knowledge
• Social media awareness
• Communication and teamwork
• Time management
• Basic IT skills (Word, Excel, PowerPoint)
• Creative thinking
• Willingness to learn
Experience
Student Project – LED Billboard Business Idea
• Developed a digital advertising concept for small businesses
• Created a presentation using PESTEL analysis
• Researched competitors and market trends
• Delivered a structured presentation and improved confidence through feedback
Customer Service Experience (Informal/Part‑time)
[bookmark: _Hlk216550716]• Communicated with customers in a friendly and clear way
• Helped solve simple problems
• Worked well with others and managed basic tasks
Education
• Cert HE Business Skills for the Workplace (Ongoing)
• University of Wales Trinity Saint David
Achievements
• Completed a full business presentation project• Developed strong interest in digital marketing
Interests
• Social media content
• Digital advertising
• Branding and design
3. COVER LETTER – DIGITAL MARKETING ASSISTANT

Dear Hiring Manager,
I am writing to apply for the Digital Marketing Assistant position. I am currently studying Business Skills for the Workplace, and I am very interested in developing my skills in digital marketing. This role fits my interests and the experience I gained through my university projects.
During my studies, I worked on a digital advertising project where I developed a business idea for LED billboards. This helped me understand how marketing works, how to research market trends, and how to present ideas clearly. I also gained experience creating simple content, using social media, and organising information in a clear way.
I am motivated, creative, and willing to learn. I enjoy working with others and supporting a team with day‑to‑day tasks. I am confident that I can bring enthusiasm, good communication skills, and a strong interest in digital marketing to this role.
Thank you for considering my application. I would be happy to discuss my skills further in an interview.

Kind regards,

