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	Job Description
Reviewed January 2014

	Job Title: 
Sales and Marketing Manager
	Reports to:  
Managing Director 

	Job Holder:  
	Location: Windsor based with extensive travel

	Job Purpose 
To undertake the detailed research and analysis required for members of the Marketing Board to fulfil their obligations to the Basepoint Board, making recommendations to Regional & Centre Managers on local sales & marketing strategies that meet the demands of local businesses and the available sources of supply. To provide support to centre management teams with the implementation of agreed sales and marketing strategies and assist them in analysing and reporting report on the resulting impact.

	1. Principal Accountabilities 
To ensure that the following information is collected and reviewed:

· Trends in occupancy levels and termination at Centres.

· Information about sources of enquiries, general business needs and economic environment.

· Usage level of services at centres and competing service providers.

To ensure:

· Basepoint branding is consistent and cohesive.

· That the website and its content are appropriate, relevant, and easily accessible and targeted at potential licensees.

· That there are both national and local marketing campaigns that would interest potential service users, have impact and increase both the traffic of enquiries and occupancy levels. 

· Ensure that Regional Managers and Centre Managers are aware of all promotions and can respond quickly and effectively to enquiries generated by those promotions.

· That local and national PR is managed effectively and within guidelines ensuring maximum media coverage.

To monitor:

· The effectiveness of marketing campaigns and promotions and adjust these and future programmes to improve effectiveness and market penetration.

· The feedback from centres as to the effectiveness of campaigns and promotions and use that feedback to enhance future campaigns. 

Budgeting and financial control:

· Develop a strategic marketing budget for approval by the Marketing board and ensure expenditure is both cost effective and kept within budget. 

· Review promotions, campaigns and other expenditure for value for money.

· Ensure that when contracts are placed with consultants and other agencies that the quality of work is monitored and the best price is negotiated.

Services:

· Work with the Basepoint Executive, Regional Managers, and Centre Managers to understand the changing service needs of businesses using the centres and the usage and profitability of the services provided. 

· Amend existing services as necessary and develop new services both to encourage occupancy and maximise net revenues.

· Actively support the Business Development team in preparing high quality presentations and sales pitches to potential clients.

	2. Person Specification

Key Knowledge and Experience Required:
Essential:

· Sales & Marketing experience in a client facing environment.
· Demonstrable experience of successful and consistent brand management
· Commercially astute, numerate and financially aware with the ability to produce high quality commercial proposals and presentations.

· Excellent project management and planning skills.

· Self-motivated, highly organised and capable of managing priorities, delivering to tight timescales, and remaining calm under pressure.

· Strong networking abilities, with very good interpersonal relationship skills and a proven ability to negotiate and influence.
· Numerate and literate with excellent communication skills and able to clearly present and deliver clear and concise ideas at the highest level in an organisation.

· Strong analytical capabilities, with excellent attention to detail and the ability to interpret data and distil the most important information to help inform strategies for the management of the business.
· Creative thinker able to provide innovative ideas and solutions to problem solving.
· A team player but also able to self-manage and work with minimum supervision.
· Proactive and highly organised, with the ability to manage time, prioritise a heavy workload and remain calm under pressure.
Desirable:

· n/a

	This job description is intended to reflect, in outline, the responsibilities of the post-holder which may change over time in line with the Corporate and local business needs of Basepoint.  It will therefore be subject to periodic review.



