JOB DESCRIPTION

NAME: 




POSITION DESCRIPTION:
MARKETING MANAGER
JOB TITLE:    MARKETING MANAGER
DEPARTMENT:    MARKETING

UPDATED:   31 JANUARY 2013
PURPOSE OF POSITION:

To project a professional image of Nashua Limpopo to the public.
KEY PERFORMANCE AREAS, DUTIES AND RESPONSIBILITIES:
· Sourcing and managing speaking and sponsorship opportunities for Nashua in Limpopo

· Fostering community relations through events and involvement in community initiatives

· Writing and distributing press releases to targeted media

· Liaising with and answering enquiries from media, individuals and other organizations

· Preparing  marketing and promotional brochures, leaflets, handouts and adverts in various media forms

· Sourcing advertising opportunities and placing adverts in the press
· Liaising with designers and printers
· Preparing and purchasing corporate clothing, gifts and awards

· Answering queries, solving customer complaints and maintaining the Nashua helpline  to ensure customer satisfaction

· Planning and coordinating social and corporate events, golf days, business and sales meetings – finding and booking of venue, venue/ room set up with multimedia equipment, decorating venue/room, arranging meals and refreshments, booking hotel accommodations, arranging travel and transportation, activities for attendees, arranging the schedule etc. 

· Calculating and managing budgets for events, making cash payments and requesting payments for vendors
· Arranging and coordinating various tasks/events set by Nashua Head Office – charity fundraisers or events
· When receiving invoices from vendors, correct Payment Request documentation to be completed, signed by MD and handed to Financial Manager for payment.
· Ensuring the name of Nashua is held in high regards at all times
· Being vigilant at all times of opportunities to expand the customer base of Nashua Limpopo
AUTHORITY:
Accepting full responsibility for all duties and key performance areas
OTHER ASSIGNMENTS:
To  perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Managing  Director.

The  above  Job  Description  was  read, understood  and  accepted  by  the  Employee.
__________________________                                         ___________________________
EMPLOYEE                                                                      DATE

__________________________                                        __________________________
DEPARTMENT MANAGER                                           DATE
__________________________                                         ___________________________
L L ROBINSON                                                               DATE
HR ADMINISTRATOR 
