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*JOB DESCRIPTION: Marketing Assistant 

Introduction: 
As much as the function of the company is the production and sale of truly “health” promoting products, it is a policy of WELEDA companies 
worldwide to attempt to create a “healthy” work environment within which we can achieve this. This we understand as an environment where 
each employee can contribute fully to the functioning of their own work area, as far as personally possible, so that the company becomes an 
expression of those working in it. Mirroring this, as we have been able to contribute and take responsibility within our own areas for our part 
of the functions of the company, each employee is able to identify with and wholeheartedly support the company. 
 
To begin to achieve this, Weleda New Zealand is organised into functional areas, where the employees work together as, for the want of a 
better word, teams. Each employee is encouraged to take place in their areas planning, carrying out and reviewing activities. This type of 
environment is the opposite of an assembly line where you can exactly define and limit the activities an employee will be involved in. 
Management encourages employees to be familiar with different functions within their own area, so that in the team we can support each 
other when required within the changing day to day environment. 
 
Job descriptions reflect this environment and are therefore not prescriptive as to exact activities to be carried out. Active involvement and the 
initiative of each employee within all possible functions of a particular work area are encouraged, and our job descriptions aim to reflect this. 

 

POSITION Marketing Assistant 

POSITION TYPE Permanent, Part- time 

RESPONSIBLE TO Managing Director, Collaborative with Marketing Team 

COMMENCEMENT DATE To Be Negotiated 

HOURS 25 hours per week, Monday to Friday, 9am-2:30pm (negotiable). 

15minute paid break after 2 hours work, 30minute unpaid meal 
break after 4 hours work. 

REMUNERATION To Be Negotiated 

DEPARTMENT NZ Marketing  

FUNCTIONAL RELATIONSHIPS Marketing, Sales, Customer Care, Customer Delivery, IT, Global Digital 
Marketing,  

PURPOSE OF POSITION To support the Marketing Team with the implementation of the brand 
plans both on and offline in order to achieve targeted business growth 
for the New Zealand market. 

QUALIFICATIONS/EXPERIENCE/ 
SKILLS REQUIRED 

Relevant Marketing qualifications 

Minimum 1-2 years recent experience in marketing. 
Confidence and proficiency in using CMS and eCommerce platforms  

Understanding Email Marketing content creation and deployment. 

Facebook & Instagram for business experience and proficiency 

Skills in growing consumer database and reviews 
Monthly analytics and campaign reviews 

Flair for engaging copywriting and visual content 

Highly organised, multitasker & self-starter with attention to detail 

Excellent written and spoken English 
Team player 

Place of Work At the Employer’s premises, located at 302 Te Mata Road, Havelock 
North. Working From Home is possible by mutual agreement. 
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  * JOB DESCRIPTION: Marketing Assistant 
 

Achieving the purpose of the position will involve fulfilling the following key responsibilities 

KEY 
RESPONSIBILITIES 

MAJOR ACTIONS EXPECTED RESULT 

Internal Marketing 
Administration 
 

Support the Activation Manager: 
 Create and distribute Trade presenters for new 

products and promotions 
 Assist with ongoing sampling request 
 Maintain Press Clipping folders  
 Assist with planning of internal events 

 Provide all departments with information 
needed for the smooth running of all 
product launches, promotions and events 

Website & 
Webshop 

KonaKart (eCommerce platform) 
 Manage all new & existing product details 
 Implement & manage all promotions 
 Manage & encourage more product reviews 
Hippo (CMS) 
 Manage all new & existing images, articles, 

campaign landing pages, product pages, store 
locator, etc 

Olapic (UGC) 
 Review and approve UGC imagery 
Online Toolbox 
 Maintain and Update Online Toolbox for all 

Ecommerce trade partners 

 Maintain accurate and up to date content on 
website, on time, to maximise user 
experience, visits, visit length. 

 Continually improve conversion rate 
 Achieve yearly webshop sales target 
 Quickly solve any webshop issues, including 

contacting customer where required 
 Ensure UGC aligned with Weleda brand 
 Provide Ecommerce partners with accurate 

and up to date product information and 
imagery 
 

Email Marketing  Work with Activation Manager to write 
compelling eDMs to consumer and trade 
database 

 Manage transactional and new subscriber email 
automations 

 Monitor and continually increase eDM open 
rate & CTR 

 Grow consumer database 
 

Facebook & 
Instagram 

 Create and schedule compelling content, including 
imagery, ads and competitions 

 Monitor and respond to queries/issues 

 Grow our communities, reach and 
engagement 

 Spend within agreed budget 
 Update consumer database in APSIS with 

competition entries 
Copywriting & 
Adhoc requests 

In addition to copywriting for social & website: 
 Write bespoke blogs upon request from Sales 

team for eCommerce key accounts 
 Work with Marketing team on any adhoc requests 

for media, sales, global, pharmacy etc 

 Complete on time, within specs provided 
 Have a flexible, can-do attitude towards 

adhoc requests 

Analytics  Collate and review all activity via Google 
Analytics, Socialbakers, eDMs etc  

 Prepare monthly report for Marketing 
Manager & Global by 5th of each month – 
showing results, explanations and key 
learnings 

Company     

Participation 

 Perform all other duties as needed or required 
to maintain and grow profitable business. May 
include travel 

 Have flexible, can do attitude towards ad hoc 
requests. 

 

Job Description Prepared by :  Suzie Jones, Eden Clarkson, Sylvie Morton Date:                 28/7/2020 

 

 

Acknowledged by (staff member):       Date:    


