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JOB DESCRIPTION 
Marketing and Communications Assistant 

 
 
Reporting to:    Head of Marketing and Communications  
 
Salary:  £25,000 inclusive of inner London weighting plus contributory 

pension scheme 
 
Location:   Willcox House, 140-148 Borough High Street, London SE1  
    1LB 
 
Working conditions: Full time 35 hours a week, permanent. The postholder may be 

expected to work some evenings and weekends. Time off in 
lieu will be given in line with the charity’s policy.  

 
Holiday entitlement:   25 days plus statutory holidays. Additional three discretionary 

days between Christmas and New Year.  
 
About Bowel Cancer UK 
We are the UK's leading bowel cancer research charity. We are determined to save lives and 
improve the quality of life for all those affected by bowel cancer. 
We support and influence research, educate patients, public and professionals about bowel 
cancer and campaign for early diagnosis and best treatment and care for all those affected. 
 
We are a rapidly growing, ambitious, national charity with 36 staff based at offices in 
England and Scotland and a home-based staff member in Northern Ireland.   

Bowel cancer is the fourth most common cancer in the UK. Every 15 minutes in the UK 
someone is diagnosed with bowel cancer. That’s over 41,200 people every year. It’s also the 
second biggest cancer killer in the UK with almost 16,000 people dying from the disease 
every year. However bowel cancer is treatable and curable especially if diagnosed early. 
     
Job purpose 
The new role of Marketing and Communications Assistant is an important position within 
the busy Marketing and Communications team providing support across the team. 
 
The role is an opportunity to gain lots of hands-on experience and be involved in a range of 
interesting and varied projects across all communication channels.  
 
You will also play a key role managing our creative projects from design through to 
production and liaising with suppliers.  
 
Job description 
 

 Support the marketing and communications team across all of our external and 
internal communication channels.  
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 Manage creative projects from brief through to production, liaise with suppliers 
including designers, printers and photographers and manage internal briefing and 
production processes.  

 Use design software to create basic creative projects in-house. 

 Manage and maintain the organisations image library including organising 
photography sessions. 

 Assist with the reporting, monitoring and evaluation of our marketing and 
communication activities.  

 Assist the Head of Marketing and Communications with the management of the 
Bowel Cancer UK brand ensuring our visual identity, tone of voice and style are 
consistent and effective.  

 Assist the Senior Press Officer with managing and maintaining our case study 
database. 

 Assist the Senior Press Officer with a range of tasks related to media relations, PR 
and celebrity engagement. 

 Support the development of content and assets for digital communication channels 
working closely with the Senior Digital Communications Officer. 

 Assist the Senior Research Communications and Information Officer with our 
accreditation to the Information Standard, a quality mark for health and social care 
information for the public.   

 Support the Head of Marketing and Communications with internal communications 
including our monthly staff newsletter and updating our noticeboard and office 
space. 

 Support the Senior Digital Communications Officer to update content on the website 
and social media.   

 Support the marketing and communications team with a range of administrative and 
research tasks. 

 Have fun and challenge yourself at work, model the charity’s values and abide by our 
policies and practices. 

 
Person specification 
 

 Experience of working in an office environment, ideally in a marketing or 
communications team   

 Demonstrable passion for marketing and communications for example a relevant 
qualification, training or appropriate professional membership 

 Excellent written and verbal communication skills 

 Familiarity or experience of the charity/ not for profit sector, for example 
volunteering or campaigning  

 Excellent computer skills with experience / knowledge of creative software like 
InDesign, Illustrator and Photoshop 

 Excellent attention to detail and good proof reading skills 

 Strong planning, administrative and organisational skills  

 Ability to manage a busy workload, work to tight deadlines and keep on top of 
multiple projects 

 Excellent interpersonal skills and ability to build effective working relationships  

 Self-sufficient as well as able to work as part of a team  
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 Ability to use own initiative and support others 

 Creative, enthusiastic, flexible and proactive  

 A strong commitment to the work of Bowel Cancer UK and empathy with the 
experiences of people affected by bowel cancer  

 Understanding of creative design and production processes (desirable) 
 

 


