Marketing communications assistants are professionals who work in private companies.  They are mainly responsible for providing comprehensive support to the marketing communications manager.  The marketing communications assistant primarily helps in keeping internal stakeholders well-informed about all relevant activities of the company or involving the company.  He/she is also responsible for managing external agencies and monitoring finance matters of the marketing department.  The marketing communications assistant reports directly to the marketing communications manager who may assign other duties including clerical duties like making reports.  In addition, he/she may be tasked to oversee smaller-scale projects.

Sample Marketing Communications Assistant CV Template

KatrinaGranger
Innage Road, Birmingham

West Midlands, B34 2DU

Phone:  345-776-8888

katgranger@yahoo.com

Objective
Skilled and resourceful marketing communications assistant looking for the opportunity to work in a company and be able to use my expertise in a challenging role while also gaining experience.

Summary of Qualification
· Three years of professional experience as a marketing communications assistant.

· Excellent skills in press relations and marketing.

· Demonstrate ability to manage events.

· Exceptional liaison skills with business partners and clients.

· Strong proofreading and editing skills.

· Good organizational and administrative skills.

· Willing to work long hours to accomplish tasks.

· Effective communication skills both in print and verbally.

Career Experience/Job History
2007 – Present:  Marketing Communications Assistant
· Provide clerical and administrative support to marketing communications manager.

· Ensure effective communication campaign to inform internal stakeholders about relevant events.

· Prepare reports and monitor financial condition of department.

· Perform liaison duties.

Education
2002 – 2006:  Bachelor of Science in Commerce, Birmingham University

 

Professional reference will be furnished upon request.
