
POSITION PROFILE – Marketing and Communications Manager (Maternity Cover) 
  

Post Holder: Marketing and Communications 
Manager (Maternity Cover)  

Directorate External Affairs 

Reports to (position): 

 

Director of External Affairs Location:  Portlethen 

Date of Issue: 28th November 2017 Prepared By: SC/JG 

 

COMPANY OVERVIEW: 
 
OPITO is a not for profit, industry-owned organisation, headquartered in Aberdeen, which works with employers and employee 
groups to set and monitor industry standards in emergency response, workforce competence and development for the global 
energy industry.  Each year, more than 350,000 people are trained to OPITO standards through one of over 200 OPITO approved 
training providers operating across 45 countries globally.   
 
As well as supporting the industry to build a sustainable, competent and safe workforce, OPITO is also the skills organisation for 
the energy industry. With industry partners, OPITO works to maintain a skilled workforce by developing targeted initiatives and 
programmes designed to ensure a sustainable supply of skilled individuals into the oil and gas sector. OPITO continuously gathers 
and analyses intelligence and research to: inform the development of critical skills solutions, build strategic partnerships, connect 
industry stakeholders, and facilitate effective collaborations to align skills demand with effective skills supply globally. 
 

 

PRIMARY FUNCTION: 
To support the Director in the execution of OPITO’s strategies, delivery plans and business objectives within the following business 
areas: 

 Marketing and Communications  

 Careers and Education 

 

DIMENSIONS 

Financial / Budget Accountabilities:  
Responsible for creating, monitoring and implementing appropriate budgets globally.  

Core Competencies / Technical Requirements: 

 Excellent understanding of the media and how it works 

 Ability to create and maintain productive networks with key decision makers 

 Comprehensive understanding of OPITO’s key business drivers from a strategic, operational and commercial perspective 

 Excellent interpersonal, writing and influencing skills 

 Strong team working skills and ability to integrate/work effectively with colleagues within the role’s own business remits and 
across the organisation 

 Ability to plan projects and prioritise workload to deliver key objectives 

 A self-starter who can generate and sustain business opportunities 

 Strategic thinker and confident decision-maker 

 Ability to manage and motivate a team 

 A proven track record of planning, implementing, delivering and evaluating marketing campaigns 

 Ability to gather, analyse, interpret and report on statistical data relating to the performance of products/services 

 Ability to develop and implement strategies to maximise product/service performance based statistical analysis 

 A proven track record of managing PR campaigns and working with the media 

 Experience of working in the oil and gas industry an advantage but not essential 

 Flexible and adaptable with the ability to work under pressure, to deadlines and whilst managing a variety of tasks 

 Experience of manipulating databases and CRM systems to identify and pursue business benefits 

 Ability to interact with suppliers, business stakeholders and customers 
 
Interfaces / Contacts  
 
Internal 
 

 CEO and Directors 

 OPITO staff 
 
 
 

 
 
External 
 

 Press/media/media agencies 

 Press offices of government and government bodies 

 Stakeholders (incl. industry, trade associations, education) 

 Customers (B2B and B2C) 

 Suppliers, contractors 



 

PRINCIPAL ACCOUNTABILITIES 

Operational (Including Technical): 
Main functions may include some or all of the following: 
 

 Identify marketing/communication opportunities, strengthening the brand and engaging with targeting stakeholder groups 

 Develop and manage project plans and relevant stakeholder engagement to ensure the schedule of Careers and Education 

activity is successfully delivered 

 Create effective partnerships with relevant stakeholders to ensure information on careers in energy is shared with careers 

and education authorities 

 Develop and deliver industry awareness events across the UK in line with the schedule for Careers and Education 

 Engage and work closely with the Director of External Affairs to ensure external communications/media is delivered 
consistently across the global business 

 Manage and implement the strategic external communications strategy and manage all internal and external 

communications 

 Provide regional activity information to support business reporting and to fulfil the requirements of internal communications  

 Identify and implement marketing campaigns, in line with business activity 

 Manage the development of content marketing 

 Analyse results of the overall effectiveness of programmes, provide key learning and recommendations for future 

implementation 

 Maximise, manage and develop the digital marketing strategy including social media  

 Coordinate development, distribution and implementation of collateral 

 Manage the implementation and development of corporate branding within the organisation 

 Manage a range of global budgets 

 Manage the maintenance and development of the CRM system 

 Manage and develop the marketing and communications team 

 Undertake special projects as appropriate and fulfils other duties as may reasonably be required by the company, in line with 

the incumbent’s skills, knowledge, abilities and personal development opportunities 

 Gather, analyse, interpret and report on statistical data relating to the performance of marketing campaigns 

 

Health & Safety / Quality Assurance: 
 
Main functions may include some or all of the following: 
 

 Demonstrate a personal commitment to Quality, Health, Safety and the Environment 

 Comply with OPITO, and where relevant, Client Company’s, Quality, Health, Safety & Environment Policies and Safety 
Management Systems 

 Promote a culture of continuous improvement, and lead by example to ensure company goals are achieved and exceeded   

 Ensure that all personal activities comply with Health and Safety legislation and that any observed non-conformances are 
reported to the appropriate personnel  
 

Compliance: 

 

OPITO has a number of policies and guidance documents available to all staff (such as Bribery & Corruption and Conflict of Interest) 
which provides guidance and confidence to all of our team in their day to day roles as well as helping them to comply with the 
relevant laws and best practice at all times. All employees are reasonably expected to familiarise themselves with, and 
understand/comply with, at all times, these requirements. 
 
 
 



PRINCIPAL ACCOUNTABILITIES 

General: 
 
Main functions may include some or all of the following: 
 

 Occasional travel outwith the UK office (and overseas where required) 

 General business support duties 

 Undertakes special projects and fulfils other duties as may reasonably be required by the company, in line with the incumbent’s 
skills, knowledge, abilities and personal development opportunities 

 

Direct Reports: 
 

 Marketing and Communications Content Coordinator 

 Marketing and Communications Assistant (based in Kuala Lumpur)  

Qualification, Experience, and Attributes (Objectively required to undertake the role): 

 

 Degree or equivalent in marketing and/or communications essential 

 Qualification or relevant experience in business development an advantage 

 Certificate in Marketing/PR (CIM or CIPR) qualification an advantage 
 

 


