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Role Profile – Part 1

	Job Title:
	Sunderland Creatives Agency Officer


	Reference Number:
	UNI/JC/457

	Salary:


	£18,000 per annum (pro rata)

	Length of Contract:


	12 months

	Working Hours:


	37 hours per week 

	Company: 

	Creo Communications Limited

	Location:


	Sunderland city centre 

	Main Purpose of Role:

	· Support with the smooth running of an exciting new creative agency, a collaboration between the University of Sunderland and Creo Comms
· Act as a conduit between the agency and its team of students, who will be working on live client briefs, ensuring lines of communication are open and that deadlines are met

· Work with Creo’s team to ensure that the agency is delivering on-time and on-budget, and that student work is of an appropriate standard to meet client expectations

· Liaise with the University of Sunderland on a monthly basis to ensure the right reporting and processes are followed to keep the agency running smoothly

· Support with the marketing and promotion of the new agency, ensuring awareness is high among the business community in Sunderland and the North East.


	Special Circumstances:
	Applicants must already have the legal right to work in the UK for the length of the contract.


	Part 2A

Qualifications and Professional Memberships:

Experience:

Key Knowledge and Expertise:
	Essential:
· A degree level qualification – ideally in a obtained in creative, marketing or communications discipline – from the University of Sunderland recently
Key Knowledge and Expertise:

· Knowledge of marketing and communications industry and the skills needed to deliver an integrated campaign
· Understanding of social media platforms
Experience: 

· Practice in a creative and/ or communications related discipline
Competencies: 

· Ability to communicate effectively in both a written and verbal format

· Ability to listen and interpret information
· Ability to produce plans and reports to share information effectively
· Ability to resolve problems and provide solutions

· Ability to work within a team environment and also work independently
· Ability to use a wide variety of IT packages including Microsoft Teams, Outlook, Word, Excel and Power Point

Desirable:

· Experience in a customer service role/ customer facing environment
· Agency placement experience
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