MORAY CHAMBER OF COMMERCE
Marketing & Digital Support Coordinator
Candidate Information Pack
Welcome
Thank you for your interest in joining Moray Chamber of Commerce. This is a new role, available part or full time, created to help strengthen how we communicate, promote our work, support our members and raise the profile of the Chamber across Moray and beyond.
We are looking for someone creative, organised and digitally confident. The successful candidate will help us move from reactive communications to more planned, proactive and outward-facing marketing, while also supporting smarter ways of working through digital tools, templates, automation and appropriate use of AI.
About Moray Chamber of Commerce
Moray Chamber of Commerce exists to represent, connect and support local businesses to thrive and grow. Our vision is to play a leading role in ensuring the success and prosperity of Moray.
	Vision
	To play a leading role in ensuring the success and prosperity of Moray

	Core purpose
	To represent, connect and support our local businesses to thrive and grow

	Brand attributes
	Dynamic, supportive, informative, professional and approachable

	Tagline
	Together We Grow



Role summary
	Job title
	Marketing & Digital Support Coordinator

	Salary
	£28,000 per annum (based on full time 35 hour week)

	Hours
	Full-time, 35 hours per week OR Part-time, 25 hours per week

	Location
	Office-based

	Reports to
	Chief Executive

	Benefits
	30 days annual leave including bank holidays; Westfield Health Level 2 Health Cash Plan; standard workplace pension

	Closing date
	Wednesday 19 August at 12 noon

	Interviews
	27 and 28 August



Role purpose
The Marketing & Digital Support Coordinator will support the Chamber’s marketing, communications and digital activity, helping us promote our work more proactively, engage members effectively and raise the profile of the Chamber across the wider business community.
This is a hands-on role in a small team. The postholder will support day-to-day communications such as newsletters, social media, event promotion and member updates, while also helping the Chamber improve how it works through better systems, streamlined processes and appropriate use of digital and AI tools.
Key responsibilities
Marketing and communications
Create, schedule and monitor social media content across Chamber channels.
Prepare and issue member communications, including newsletters and email campaigns using Mailchimp.
Create event flyers, campaign assets and digital content using Canva and other appropriate tools.
Support website news, vacancy updates, campaign pages and event promotion where required.
Help ensure Chamber communications are clear, consistent, professional and aligned with the Chamber’s brand.
Support press activity and help build strong relationships with local media.
Membership, events and project support
Work closely with the Membership & Events Manager to support event promotion, membership campaigns and member communications.
Help promote the value of Chamber membership through case studies, testimonials, member stories and campaign content.
Support the Place & Business Support Manager by turning place, town-centre and business-support activity into clear communications and impact stories.
Prepare simple follow-up communications after events or campaigns where required.
Growth, profile and insight
Help the Chamber become more proactive in marketing itself to the wider business community.
Support campaigns linked to membership growth, events, sponsorship and Chamber initiatives.
Use Google Analytics, social insights and email performance data to support improved reach and engagement.
Contribute ideas for improving how the Chamber communicates its value and impact.
Digital tools, AI and process improvement
Use digital tools to improve the quality and efficiency of communications and administrative processes.
Support the appropriate use of AI tools to assist with content planning, drafting, campaign ideas, process improvement and efficiency.
Help identify tasks that could be streamlined, templated or automated.
Maintain organised templates, content libraries and reusable assets.
Work within agreed data protection, cyber security and IT permissions.
Person specification
Essential
Strong written communication skills and good attention to detail.
Creative, organised and proactive approach.
Confidence using digital tools and online platforms.
Experience or strong interest in marketing, communications, social media, email campaigns or content creation.
Ability to write for different audiences and adapt tone appropriately.
Willingness to learn and use new tools, including automation and AI where appropriate.
Comfortable working as part of a small, busy team.
Professional and positive approach when dealing with members, partners and stakeholders.
Desirable
Experience using Mailchimp or similar email marketing platforms.
Experience using Canva or other design tools.
Experience scheduling social media content.
Experience using a CRM system or maintaining organised records.
Experience with website updates, Google Analytics, press activity or simple campaign reporting.
Understanding of membership organisations, business support, events or the Moray business community.
How the role fits into the team
The role will report to the Chief Executive and work closely with the Membership & Events Manager and Town Centres Development Manager. The role supports and amplifies the work of colleagues, but does not own membership targets, event delivery or strategic stakeholder leadership.
How to apply
Please send your CV and a short covering letter outlining why you are interested in the role and what you would bring to Moray Chamber of Commerce.
Applications should be submitted by 12 noon on Wednesday 19 August. Interviews will take place on 27 and 28 August
Applications should be sent to Sarah Medcraf, CE, smedcraf@moraychamber.co.uk 
Indicative recruitment timetable
	Advert live
	Monday 20th July 2026

	Closing date
	Wednesday 19 August at 12 noon

	Shortlisting
	Following the closing date

	Interviews
	27 and 28 August

	Start date
	To be agreed, subject to notice period



