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Job Description 

 
Marketing & Communications Assistant 
 
Hours:   Flexible up to 35 hours per week 
Location:              Flexible working between home and London office 
Reporting to:  Marketing Communications Executive 
Salary:   From £18,000 (pro-rated for part-time hours) 
 
 
Over the past two years, we’ve been on an exciting digital transformation to 
grow our brand and impact across the executive search market. This journey 
has been a huge success and our fresh and vibrant brand has expanded our 
network and reach like never before. 
 
We’re now in a great place to grow our marketing team. This role presents a 
brilliant opportunity for you to take your first marketing steps within a fun, 
friendly and high-performing team with a flexible working culture.  
 
If you’re looking to apply your digital marketing and communications 
knowledge and are interested in the impact of brand and engagement, then 
please get in touch to hear more about Peridot Partners and the exciting 
work we do with our clients. 
 
Job Summary/Purpose: 
 
Reporting to the Marketing & Communications Executive, you’ll support the 
day-to-day administrative marketing and communications output to help 
grow the Peridot Partners brand and promote client-led recruitment projects. 
 
Summary of duties and responsibilities: 
 
Social Media 

• Creating, editing and posting content on social media platforms. 
• Monitoring Peridot Partners social media coverage and followers on 

social media platforms. 
• Review online content and monitor external campaigns and events on 

key topics of interest which can support the brand impact of Peridot 
Partners. 

• Support with writing and editing blogs, articles and other content. 
• Prepare data analytic reports on recruitment campaigns for client 

reports. 
• Support the Marketing & Communications Executive in digital 

engagement and search engine optimisation. 



 

 

 
Advertising 

• Maintaining list of advertising options and pricing. 
• Researching relevant advertising options for recruitment campaigns for 

client review. 
• Posting adverts. 

 
Website 

• Support in creating and managing content on the Peridot website. 
• Support in creation and updates of client recruitment microsites. 

 
Administration 

• Managing the marketing inbox and document folders. 
• Forwarding client and candidate feedback surveys. 
• Supporting development and management of surveys for client and 

candidate feedback and other projects. 
• Develop an understanding of the areas in which we work and spot new 

trends and keep an eye on insights, events and influential people. 
• Support the Marketing & Communications Executive with internal 

communications. 
• Help champion the Peridot brand internally by providing quality 

control support with formatting, proof-reading, editing to make sure all 
content is on brand. 

• Support the Marketing & Communications Executive and the wider 
business support functions and projects as necessary. 

 
 
 

  



 

 

Person Specification 
 
 

Criteria 

Knowledge, Skills and Experience 

High level verbal and written communication skills to communicate 
effectively across the business at all levels.  

Ability to manage multiple projects within a pressurised and dynamic 
environment and able to prioritise effectively. 

Demonstrate intellectual curiosity. Able to be innovative and have creative 
flair. 

Highly motivated with ambition and desire to progress and achieve. 

Highly organised, thorough and with a high level of attention to detail 

High level proof reading and copy writing skills 

Ability to work effectively independently as well as with a team. 

Able to work with professionalism, discretion and awareness of others. 

Proficient in MS Office; familiarity with free design software (e.g. Canva) and 
content management systems (e.g. WordPress) is a plus. 

Competencies 

Team worker: collaborative and keen to help and support others.   

Ambitious: for yourself and for Peridot Partners to succeed and be successful. 
Willing to listen, learn, ask questions and raise issues. 

Resilient and tenacious: will not easily give up and able to learn and grow. 

Accountable: take responsibility and focus on high standards. 

Initiative: take the opportunity to lead where you can. 

Flexible: adapt to priorities and the unexpected as required. 

Customer Focused: responsive to requests and delivering to highest 
standards 

Proactive: strive for positive outcomes without prompting and aim to over-
deliver on expectations. 

Positive, energetic and enthusiastic 
 
 


