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Job Description 
 
Job Title:  Marketing Executive  
Reporting to PR & Marketing Manager  
Salary:  Negotiable, depending on experience, up to £21,000  
Hours:   37.5 per week   
Holiday:  20 days p.a. plus English Bank Holidays  
Pension: Up to 4% Employee contribution with a matched up to 6% Employer contribution  
Notice Period: One month after a successful three-month probation period.  
Other: Statutory entitlements 
 
Norwich Business Improvement District (BID) exists to help Norwich thrive. Funded by over 740 levy 
paying businesses in the greater Norwich area, Norwich BID also manages VisitNorwich, the official 
tourism Destination Marketing Organisation (DMO) for the city and local area. VisitNorwich’s activities 
are funded by NBID levy income, Norwich City Council, and individual VisitNorwich Investment Partner 
memberships.  
 
Recent initiatives include the re-branding of the city to Norwich, the City of Stories, with the aim of 
putting Norwich on the map as an exciting place to live, work and visit. 
 
This creative role works within our busy marketing team, delivering on-brand communications that 
make Norwich shine.  
 
 
Role Summary: 
This is a creative role, responsible for delivering on-brand communications and campaigns for ‘Norwich, 
the City of Stories’. Working largely on VisitNorwich projects, this includes the management and writing 
of the Norwich, the City of Stories blog, content creation for visitnorwich.co.uk, yearly production of the 
Norwich Map, management of our weekly consumer newsletter, and delivery of visitor campaigns both 
on and offline. The role also includes account managing VisitNorwich Investment Partners, and building 
relationships with the Norwich businesses we work with. The role will get involved BID projects too, 
such as Love Light Norwich festival marketing, city dressing, and our new InvestNorwich project. This is 
an exciting job with huge variety, and city-wide impact; through it all, this role helps ensure our tone of 
voice is consistent, and that the ‘Norwich, the City of Stories’ brand shines on a multitude of platforms.  
 
Key Tasks:  
 

• Working with the Norwich BID Marketing Team, you’ll be supporting the three strategic aims of 
the Promoting Workstrand: 

o Front-of-mind City: Attract engaged city users and establish Norwich as one of the UK’s 
top 20 most-visited destinations. 

o Commercial City: Promote Norwich as a great city to do business in, improving the 
trading landscape and attracting more investment. 

o Supported City: Demonstrate the extraordinary value of VisitNorwich and Norwich BID 
 

• Delivering VisitNorwich visitor campaigns, both on and offline. Working in consultation with the 
wider marketing team, you will help project manage and deliver campaigns for local and 
domestic visitors to Norwich, taking into account the latest travel trends, industry news and 
stakeholder activity. You’ll be working across platforms, with a large focus on 
visitnorwich.co.uk, and with support from the Digital Exec on owned channel distribution.  
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• Taking the lead on content managing the Norwich, the City of Stories blog within 
visitnorwich.co.uk. Planning ahead in good time, being mindful of seasonality to write content 
that shines a light on Norwich and meets the needs of prospective visitors in their research and 
consideration phases.  

 

• To write and deliver VisitNorwich weekly B2C e-newsletters promoting Norwich and 
VisitNorwich Investment Partners to a local and national audience: growing our mailing list, 
reporting monthly on open rates, click through rates, audience size, and best performing 
content.  
 

• To undertake the main responsibility for planning and producing the Norwich Tourist Map, 
including generating income through advertising sales, commissioning design and print, and 
managing distribution via an external agency.  
 

• Lead on writing and distributing the VisitNorwich Investment Partners monthly B2B e-
newsletter with industry and VisitNorwich/BID news and opportunities. Supported by the PR & 
Marketing Manager.  
 

• Support the recruitment and retention of VisitNorwich Investment Partners, including managing 
recruitment campaigns and ensuring relevant literature is maintained to the highest standard. 
 

• Stakeholder management, both of VisitNorwich Investment Partners (including proactively 
selling investment partner membership, digital advertising, and general account management), 
BID levy payers, external agencies, and industry bodies (such as VisitEngland and Visit East of 
England).  
 

 
Other 
 

• Supporting wider Norwich BID marketing projects on copywriting, proofreading, and occasional 
design work.   

• To work alongside the BID Marketing Manager overseeing visitnorwich.co.uk development with 
a 3rd party agency. 

• Organising, running, and reporting competitions with VisitNorwich/BID and 3rd parties. 

• Undertake copywriting and proofreading for VN owned channels and 3rd party marketing 
campaigns, including adverts, editorial and website pages. 

• Supporting the Digital Marketing Executive with social media content creation and calendar, 
according to VisitNorwich content for City of Stories blog and Investment Partner updates. 

• Keep up to date with news from the Norwich area and Investment Partners for use in planning 
consumer digital, print and campaigns content. 

• Working with marketing/creative agencies employed by Norwich BID/VisitNorwich in 
accordance with campaign and business requirements. 

• Acting as brand guardian for Norwich, City of Stories, in partnership with the wider marketing 
team. 

• Monthly reporting of newsletter figures for the BID board, and attendance at team meetings 
and 1-2-1s as required.  

• Occasional attendance of events or functions at evenings and weekends 

• Undertake any other duties within the broad spectrum of the above activities as may be 
appropriate for BID and VisitNorwich 
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Team Support 

• Administration assistance, as required – sharing PR coverage with Investment Partners, sending 

callouts for content via the e-newsletter, updating Investment Partner or BID databases. 

• Share responsibility for routine telephone and email enquiries from Investment Partners or BID 

businesses and other organisations, including requests for reports and updates on online 

activity.  

 
Job Specifications 
 
Qualifications 
Degree level or 3 years equivalent relevant marketing experience 
GCSE Maths & English 
 
Experience/Knowledge 
Good understanding of communications and marketing, especially digital. 
Experience of digital content management and writing content to specified audiences. 
Proven track record of developing and delivering consumer marketing campaign work. 
Proven track record of product sales and working to sales targets.  
Experience of working to campaign budgets. 
Experience of working with multiple partners, 3rd party agencies and account management. 
Desired, but not necessary: 
Relevant experience of BIDs, DMOs or equivalent marketing organisations 
Good knowledge of the principles of promoting the tourism sector.  
 
Skills 
Excellent written and creative skills, with an eye for brand and sensitivity to tone of voice. 
Confident in maintaining and populating a CMS, such as Wordpress or SilverStripe.  
Ability to work effectively as a team member and independently. 
Ability to manage multiple priorities under pressure and meet deadlines.  
Excellent interpersonal skills including the ability to negotiate and gain the confidence and respect of 
external and internal contacts.  
Fluent standard of computer literacy (Outlook, Word, Excel). 
Desired, but not necessary: 
Writing for SEO. 
Experience using Google Analytics. 
Experience using social scheduling software (Sprout, Hootsuite) 
 
Attributes 
Exceptionally passionate about Norwich, its culture, and its businesses. 
Honest, fair-minded, and approachable. 
Imaginative and creative, with the ability to work at pace in a fast-moving environment.  
Willing to get actively involved on a practical, as well as strategic level. 
Thrives on being part of a successful team, a good listener and communicator.  
Ability to work calmly and confidently under pressure. 
 


