	Junior Marketing Communications Coordinator 
(temporary contract – till April 2015)


	Location                                                               
Krakow

Department
Affiliate Marketing
Reporting Line
Senior Marketing Communications 

                                                                               Coordinator 


	Purpose of the role:

	· Implements European Communications and Portfolio strategy 

· Provides Marketing Communications services for the affiliate



	Key activities:

	1. Implements European Marketing Communications and Portfolio strategy in the market
a. Handles online and offline centrally driven business communications pieces for the affiliate

b. Executes centrally driven new product launches and promotions for the affiliate

c. Responsible for portfolio maintenance and handling for a Czech market
d. Voice of the markets he/she represents for Marketing Communications team

2. Provides Marketing Communications services for the affiliate
a. Key contact for the General Manager and affiliate
b. Support for local events and initiatives

c. Acts as a main source for product and communications related information for the affiliate 

d. Coordinates local online content work (content loading and management)

e. Third level support for ABOs, Call Center and affiliate sciences 



	Key Qualifications required:


	Required qualifications:

· Czech Native speaker
· fluency in English (level Advanced/Proficiency)
· Excellent translation and proofreading skills
· University degree (min B.A.), preferably in Marketing Communications
· Practical experience (min 1 year) in content management/editing/translations/online content maintenance will be an asset
· Online skills
Additional requirements:
· Good interpersonal skills and the ability to work in a team
· Ability to perform a multifunctional role in a team

· Able to work with tight deadlines
· Good understanding of content management concept and websites 

· Basic html 

· Knowledge of Photoshop elements 
· Strong practical Excel knowledge 

· Ability to work in a multinational team and environment
· Strong customer driven focus

· Open minded and flexible to travel


