
 

 
 

Role: Marketing Assistant 
Details: Location: Old St, N1 (currently working 5 days from home, but intending to be a minimum of 50% office 
based) 
Start date: immediately  
Key skills & knowledge areas – social media management, design capability, confident copywriter, excellent 
communications, time management 
Experience - 1 year in agency role preferably 
Performance & development manager: Chief Client Officer 
Day to day supervision: Business Development Manager 

The Marketing Assistant role 
We’re looking for an enthusiastic Marketing Assistant to join our growing agency at an exciting time. You’ll 
work in a vibrant, ideas-led environment, with a brilliant, passionate and creative team of people who share a 
common vision about the potential of business to be a force for good.  
 
It’s a great opportunity to join a business where you can genuinely make a difference and build your profile. Our 
team needs someone preferably with experience working in an agency setting but this is not essential. We are 
looking for someone who is at the beginning of their career, looking for an exciting opportunity to build on their 
marketing skills and learn new ones. We are looking for someone who can really boost our social media profile 
through engaging and relevant content creation, but also someone to help manage events, PR and award 
entries for the agency. 
 
You will be working on the day to day running of the marketing activity for the agency, helping to implement the 
marketing plan and make Given famous! You will also be supporting with new business activity when needed 
with the role being split 75% marketing, 25% new business support.  You’ll be working closely with the Business 
Development Manager who will mentor and support you in your day to day role. You will also work with other 
members of the strategy, client, and creative teams on a range of different tasks.  

About you 
We’re looking for someone with loads of energy, a willingness to learn and a great attitude, who can hit the 
ground running. You will have some previous professional experience so that you are comfortable working in 
an agency environment and be familiar with the demands of working in a fast paced manner and working 
collaboratively with colleagues. We’re looking for someone who can demonstrate confidence, creativity, 
organisation, and most importantly a proactive and hands on attitude. You will be eager to learn new skills and 
develop your marketing capabilities. 
 
We are a business that has been setup to work exclusively with purpose-driven brands, and are passionate 
about the role that both sustainability and creativity play in achieving that. It is essential that you have a keen 
interest in sustainability and the role businesses and brands can play in the world.  
 
Day to day tasks and responsibilities 
 
Marketing 

● Help to implement the marketing strategy and drive brand fame through the following tasks: 
○ Day-to-day running of social media accounts (ie scheduling and posting content and 

reporting) 
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○ Creation of social media content (knowledge of Adobe design suite would be useful) 
○ Helping to write thought leadership and media articles - being a capable and confident writer 

is a must for this role 
○ Working on our quarterly events - promotion, assist with organising , creating collateral 
○ Curation of fortnightly external newsletter 
○ Sourcing articles of relevance for comment on social media or PR  
○ Liaising with internal teams to help with PR push - encouraging people across the business to 

contribute and working with our PR agency to ensure we are able to respond quickly to news 
○ Support in maintenance of the Given website (update blog, case studies, news etc) 
○ Support with submission of awards - identifying potential awards to enter and leading on the 

submissions (supported by members of the team) 
 
New Business 

● You will also support the Business Development Manager with new business outreach when required. 
This will include the following tasks: 

○ Research into prospective clients (ie finding business insights and background information) 
○ Source relevant sector information/articles to help inform targeted outreach 
○ Assist with target contact list maintenance (knowledge of HubSpot useful) 
○ Assist with any ad hoc pitch related issues 

 
 

Salary and benefits 
● Salary range £24,000 - £26,000, dependent on experience.  
● Company bonus scheme, discretionary and dependent on the profits of the company – eligible after 

passing your probationary period 
● Company health cash plan  
● Birthday off (or next working day) 
● Extra day of holiday per annum after 5 years’ service  
● Interest free season ticket loan and Bike to Work scheme  

 
About Given 
Given is a brand purpose agency. We strive to build successful brands by making business a 
force for good. We believe that businesses can achieve this if they have a clear purpose, strong values, and 
create solutions, products and ideas that matter for people, communities and the wider world.  
 
You’ll be joining a vibrant, ideas-led agency working across brands such as IKEA, Zalando, John Lewis and 
Virgin Media. We are a team that blends branding, innovation and sustainability consulting, with design, digital 
and creative production. 
 
Given strives to be an equal opportunities employer and everyone’s commitment to this process will be 
expected 
 
To apply:  Please visit givenagency.com/careers to click on the application link 
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