
 

 

MARKETING ASSISTANT 
 

MARKETING TEAM 
 

The client sits at the heart of what Berwins does and this newly created, full time role will form an 
integral part in supporting, developing and safeguarding the client experience. 

The role comprises three client-focused elements. Firstly, you will work closely with the firm’s 
Marketing Director to deliver outstanding, targeted campaigns and contribute to the day to day 
running of the marketing department. Secondly, you will play an active role in the management of 
client experience, helping to ensure service standards remain high. Finally, you will be involved in 
the processing and management of new enquiries across a number of teams.  

At the time of advertising, the role will involve working remotely from home. As circumstances 
allow, it will be based at Berwins;’ Harrogate offices, though flexibility will be considered.   

This is a varied and interesting role suitable for someone who is confident, client focused and has 
great attention to detail.      

 

Principal Responsibilities 

Marketing support is the core of the role and 
responsibilities include: 

- Supporting the Marketing Director in 
the creation, implementation and 
measurement of marketing 
campaigns and activities 

- Proof reading marketing materials 

- Creating reports on marketing  and 
wider market activity  

- Playing a leading role in managing 
and further developing the firm’s 
social media presence 

- Assisting in event management 

- Updating the firm’s websites 

- Organisational support, working with 
stakeholders to schedule and ensure 
deadlines are hit 

Service support is centred on ensuring 
standards remain high and involves: 

- Working with internal and external 
stakeholders on service 

- Being the first point of contact for 
service related queries 

- Reporting on service trends  

Handling new enquiries involves ensuring 
prospective clients receive information by:  

- Working with private client teams to 
generate quotes for new enquiries 

- Following up client quotes 

- Creating meaningful reports and 
insights on quote conversion    

 

Knowledge and Experience  

A background in marketing is preferred though, for the right candidate not essential if you can 
demonstrate a commitment to the discipline and a willingness to progress in the right areas.  

 

 



 

 

Skills and Qualities  

As the successful applicant, you will have: 

- Excellent written and verbal 
communication skills 

- Great attention to detail 

- A good and confident telephone 
manner 

- Very good time management skills. 

- The ability to work remotely, under 
your own initiative 

- An ability to think on your feet and 
work creatively 

- An enquiring, questioning and 
solutions focused approach 

- A highly organised and methodical 
mind, with the ability to work to 
deadlines and prioritise objectives 

- The ability to deal appropriately with 
confidential information. 

- Computer literacy with good 
research skills 

- Excellent numeracy skills

 

The Person  

The key attributes for this role are:  

- Confidence – you must be comfortable in speaking to clients and forming positive working 
relationships with colleagues,  

- Professionalism – the engagements you have must fit within Berwins’ high standards 

- A focus on solutions – it is important that you should not only be able to identify issues and 
their causes but that you should take a proactive approach to suggest solutions and 
ultimately support implementation. 

 

Company Description 

Berwins is one of the leading law firms in Harrogate and Yorkshire and is repeatedly ranked for the 
quality of our work in directories such as Legal 500 and Chambers and Partners. The marketing 
team is equally well regarded and has been recognised by a number of bodies, including the Law 
Society for excellence in practice.  

Berwins offer a range of benefits (post-probationary period) including flexi time, company pension 
scheme, 25 days annual leave plus Bank Holidays, death in service benefit, health insurance, cycle 
to work scheme, Westfield Health, discounted access to other services e.g. IFA and optional 
reduced-cost parking scheme. 

 

To Apply 

To apply please send your CV and covering letter to MartinWhincup@berwins.co.uk No agencies – 
thank you 

Berwins welcomes applications from suitably qualified people regardless of age, race, ethnic or 
national origin, religion, marital status, disability or sexual orientation. All applications for employment 
are considered strictly on merit. 

mailto:MartinWhincup@berwinsco.uk

