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Job Advert & Personal Specification

Digital Marketing Assistant
Salary: 18000 per annum
Swansea
Permanent/Full time
As Digital Marketing Assistant, you will be providing assistance to the Marketing and wider Business Development Team, and fostering strong relationships with clients.
Client Details
A well-established professional services company based in the Swansea.
Description
As Digital Marketing Assistant you will be responsible for:
· Supporting the Regional Marketing Manager and marketing team with project organisation
· Performing administrative tasks to ensure the functionality of marketing activities
· Conducting market research and analysing marketing data
· Employing online marketing analytics to gather information from web and social media pages
· Composing, posting and managing online content across the company's social media, digital and email platforms
· Writing marketing literature and press releases
· Creating digital content with clients on digital platforms
· Attending marketing meetings across the West Midlands
Profile
The successful Digital Marketing Assistant will have:
· A recognised qualification (Degree/Diploma/similar qualification) in Marketing
· Previous marketing experience, managing social media accounts and tools
· Knowledge of marketing & digital techniques and databases
· Proficient in MS Office and experience of marketing software
· Knowledge of CRM tools, Google AdWords, SEO and online analytics
· Ability to multi-task and meet strict deadlines
· Excellent communication and interpersonal skills
· Ability to follow instructions and work independently on projects
Job Offer
Benefits include:
· Competitive salary
· Progression opportunities
· Flexible working
Top of Form
Apply now
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Cover Letter:


127, Solva Road
Swansea


26th  March
                              Application for the role of Digital Marketing Assistant
 Dear Sir/Mam,
I saw your Job advert of your company with the position hiring for Digital Marketing Assistant. I am eager to put my skills to work in a fast-paced, buzzing company and I would like to apply for the position.
You’ll see from the attached CV that I’m diligent, creative and adept at delivering to tight deadlines. Having led group projects at ( X company) and completed a successful campaign on recent marketing projects. I offer valuable practical experience to back up my strong marketing credentials.
Also I have all the required skills and training you are looking for. 

Example
1. I have a strong knowledge about how to use and marketing in all  Social media platforms.
2. Experience of running SEO, CRm and other marketing tools. 
3. I have a strong and brief knowledge about the MS Excel, Power point and Word.
4. Great communication skills.
5. Developing relationships with clients and stakeholders.
6. Cope up in critical situations and can take decisions when ineed .

I believe I’m the correct candidate you are looking for the post and I’m confident about my skills and capabilities that I will meet all the criteria of the job specification indeed.
Thank you for considering my application, I hope to have an opportunity to have an interview with you.

I’m available to hire from anytime
Contact: 07366161696
Thank You



















CV Writing:

Ishrat Mou
Telephone Number: 07366161696
Address: 127 Solva Road, Clase, Swansea, SA6 7NS
Email Address: ishratmou112@gmail.com


Personal Profile

As a creative, confident and friendly person, I love meeting new people and am very approachable.
A good communicator with a great work ethic. I have previous design and marketing experience and have a passion for creative design, having used software applications such as; Adobe illustrator, and photoshop to compose branded designs for previous employers.


I thrive in a customer service based role and I always do my utmost to provide a positive and helpful service to any customer I come into contact with. Possessing the ability to network effectively, creating and developing new partnership relationships, and good rapport with partners. As a dedicated and hardworking individual, I excel with achieving and completing tasks required of me. If given the chance to join your company, I am confident that I will be able to support your organisation and become a great asset, providing a high standard of work and exceed company expectations. I am always well-presented and pride myself on providing an excellent service to any prospective employer.

Skills:

Good Communicator
IT Skills (Photoshop, Adobe Illustrator, Microsoft Office Programs. Social Media Platforms and Management Systems; Tweet Deck, Facebook Business &Instagram)
Effective Problem Solver
Use of Initiative 
Teamwork
Managing Difficult Situations

Work Experience

Marketing Assistant – X company, Swansea December 2019 – March 2020


Roles and Responsibilities:
Scheduling marketing material to be published and shared on all social media accounts.
Creating campaign material for international days, and also for internal organisational campaigns promoted and developed by.
Designing graphics.
Sending out communications to the organisational database to inform partners, stakeholders and members about up and coming opportunities.
Having an in depth understanding of all current projects to be able to communicate and promote effectively at networking events.


Youth Support Volunteer with Eyst November 2019 – December 2019


Roles and Responsibilities:
Assistant at Youth Group
Helping young people with session activity
Supporting session set up
1-2-1 support with young people

Retail Assistant - Cancer Research – November 2019 – December 2019

Roles and Responsibilities:
Providing a warm, welcoming and helpful Customer Service.
Managing the till and exchanging sales.
Sorting the clothing ready for shop floor.
Price tagging items for sale.
Cash and money handling.
Answering the phone.
Arranging and liaising with customers regarding donation drop offs.

Education and Training:
B.K.G.C Girls Highschool (2012)
5 Olevels (GCSE equivalent) Grade: 4.80


Bridaban Gov College, Bangladesh (2012-2014)
A Level - Business Studies – 4.50 

X University, United kingdom (2014-2018) 
Bachelors Degree in Marketing – 3.5 (2:2 equivalent)

University Trinity St David (2021 – Present) 
Certificate HE Skills for the Workplace 

Eyst - Safeguarding Training Certificate (2020)

Interests and Hobbies:
I love meeting new people, helping people, reading (business books in particular), and being creative with design. 

References

Stacey Brown
X Company
swansea
Deborah Cooze
Coordinator BME Invest Project Coordinator
EYST







Reflection:

I will be using David Kolb’s cycle for the purpose of reflective writing of my experience writing this report.

This cycle has 4 stages of how to reflectively write your experience they are gibven bellow:
1. Concrete experience : This stage aloows you to talk about the doing stage. For example how I did this report. What stafes of my report I will consider and How was my experience and what did I needed to consider to while writing.

2. Reflect Observations: This stage is about thinking the experiences. I had a good knowledge about how to write a CV and cover letters. Also to be officially prepare to write opn my own without anyone’s help and applying for jobs.


3. Abstract Conceptualisation: This stagenis about the conclusive part of the writing . How was the average experiences including good and bad. While doing the assigment it was a good experience of learning to apply for jobs and writing CV and cover letter on your own.

4. Active Experimentation: Active experimentation is about the learning and correcting yourself for the mistakes you had made before. But now you are going to gtake them into mind and after the experience of the report and going to be perfect for the next assesment.
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