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United Synagogue Job Description

JOB TITLE:

Admin Support for Sales and Marketing 

DEPARTMENT: 
KLBD (Kashrut Division of the London Beth Din)
SALARY: 

TBC

 

Vision


Our vision for the United Synagogue is of a modern and united family of communities with members connected to vibrant Jewish life and Torah values.

Mission
The mission of the US Executive Office is to serve our communities and to lead the organisation by

1. Initiating, developing and supporting communities and helping them provide relevant and high quality services to their members.    

2. Providing the infrastructure for Jewish religious life.

3. Developing creative programmes, which involve members and potential members in Jewish life and values.

4. Recruiting, developing and maintaining outstanding Rabbis and other Professional staff, lay leaders and volunteers.  

Values
The values that lie at the heart of the United Synagogue are embodied in the principles of Torah and Halachah.  

These values are:

· The welcoming of every Jew

· Creating a sense of belonging

· Life long Jewish learning

· Spiritual growth and practice

· Mutual responsibility

· The centrality of Israel in Jewish life.

The purpose of the United Synagogue is to create communities committed to the principles of Torah and halachah and inclusive of every Jew.

MAIN PURPOSE OF JOB

The Admin Support Executive will assist in new product and ingredient applications for certification and be the focal point for social media campaigns to achieve stated objectives regarding revenue and offer general assistance to the Sales and Marketing team.

POSITION IN ORGANISATION 
Responsible to the Commercial Director (KLBD) 

SCOPE OF JOB

You will be responsible for assisting in the sales and marketing of kosher certification to ingredient and retail product companies. This will be achieved through liaising with applicant companies, executing various social media activity and various email campaigns. In addition you will assist in managing all print, design and exhibition activities. Some travel may be involved.

DUTIES & RESPONSIBILITIES  

· Assist in supporting companies applying for kosher certification by phone and email
· Assist companies in maximising the use of the KLBD logo and encourage extension of the range of their products that are kosher certified.

· Execute various email and some mail campaigns
· Assist in the management of digital marketing e.g. websites, enewsletters, Twitter and other channels.

· Assist in the coordination of article sourcing  for social media activity

· Welcome newly KLBD certified companies by email and phone.
· Liaise with clients on product availability, samples and social media activity.

· Assist in creation and printing of sales literature and presentations
· Assist in the organising of KLBD stands at various exhibitions, conferences and presentations in the UK and overseas.

· Create and maintain various databases and spreadsheets of prospects / leads

· Provide secretarial support to Sales and Marketing team including scanning of business cards from prospects.

ABILITIES AND EXPERIENCE
Essential

· excellent phone manner and articulation

· knowledge of customer service principles

· experience of digital marketing

· knowledge of databases and spreadsheets / relevant computer applications
· knowledge of basic business principles

· proven ability to achieve performance targets

Skills

·  Goal driven, with the adaptability required for an admin support position.

· Excellent interpersonal and communication skills, both written and verbal.

·  Demonstrable skills in time management and planning.

·   Experience of using Microsoft Word, Excel, outlook and databases.

·  Skilled at delivering a consistently high quality customer focused service. 
·  Planning and organizing skills.

QUALITY AND OPERATIONAL STANDARDS 


· Ensure that work that is produced is of a high standard and meets the department’s key performance indicators.

· Report on key performance indicators to the Commercial Director or other team members as required.
· Ability to work effectively within a team.

· Personally demonstrate the organisation’s values, building trust with managers and staff within United Synagogue and actively contributing to the organisation’s success.

· Be active in identifying opportunities for own professional development. 

OTHER

You will be expected in undertaking the above role to comply with any policies and procedures that United Synagogue may issue
Any other reasonable duty as may be assigned that is consistent with the nature of the job and its level of responsibility.

This job description is not prescriptive; it merely outlines the key tasks and responsibilities of the post.  These key tasks and responsibilities are subject to change.  Any changes will be made in consultation with the post holder.
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