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This version: March 2023       

 

Role Profile: Office and Marketing Coordinator 
 
 

 
CONTRACT:   Fixed term, initially 12 months 
 
WORKING HOURS: Full time - 35 hours per week (P/T 30 Hrs per week considered 

for the right candidate). Some out of hours working, including 
weekends, may be required occasionally. Flexible working 
arrangements may be accommodated. 

 
SALARY: £22-24k per annum (pro rata) 
 
ACCOUNTABLE TO: Head of Business Development and CEO 
 
LOCATION: Hybrid working. Office in Dorchester, Dorset. Travel across the 

Jurassic Coast region may be required occasionally. 
 

 

About the Jurassic Coast Trust:  

The Jurassic Coast Trust is a small independent charity with a big responsibility – to 
conserve, protect and engage people with England’s only natural World Heritage Site, the 
Jurassic Coast. We were established in 2003, and took on this management responsibility in 
2017 from the local authorities in Dorset and Devon. 
 
Our Mission 

To enable everyone to have the best possible experience of the Jurassic Coast, whether 
they want to learn, enjoy, work or study. We carry out this work around four Aims – to 
Protect the coast, to Engage people with it, to Deepen understanding of its stories, and to 
Sustain ourselves as an organisation to enable us to continue our work. 

 
ABOUT US 
Our work encompasses everything from inputting on planning applications that will impact 
the World Heritage Site, to engaging with audiences of all ages and backgrounds, both 
virtually and in person, inspiring them with the Jurassic Coast’s incredible stories and 
encouraging them to love and look after it. We also work with fossil collectors, research 
organisations and museums to enable more of the unique and spectacular fossils from the 
World Heritage Site to be conserved, researched and put on display. 

 
Our Team 
Our staff are based at our office near Dorchester, and also work remotely across the 
Jurassic Coast depending on the work involved. We also have a brilliant cohort of volunteer 
Ambassadors who are based across the coast and are critical in helping us deliver our work. 
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Funding 
The Jurassic Coast Trust receives some grant funding from Dorset and Devon County 
Councils, Natural England and the Environment Agency, with the remainder of our income 
coming from charitable giving, sale of our publications and merchandise, and grant funding 
for particular work programmes. 
 

We are differentiated from our two counties’ recognised DMOs (Destination Management 
Organisations) by virtue of our World Heritage perspective – we see the Jurassic Coast as 
an international asset to treasure, protect and enjoy, and our work stems directly from this 
point of view. Income generated through our trading company, Jurassic Coast Trust Trading 
Co, is income used to directly support and grow sustainable tourism along the Jurassic 
Coast.  
 

Role outline: Office and Marketing Coordinator 

The Office and Marketing Coordinator is critical role in the Trust as first point of contact to 
the organisation. The ideal person for this role needs to be highly organised, personable and 
able to prioritise their workload.  
 

The role will include, but not be limited to, the following duties: 

- Managing the Trust’s inbox and either responding or directing enquiries as 
appropriate 
 

- Answering telephone enquiries 
 

- Processing orders (mainly through website) 
 

- Invoicing 
 

- Assisting with website maintenance and adding information as directed 
 

- Events – attendance and administration – helping with preparation for events and 
attendance at events as and when necessary (this can sometimes be out-of-hours or 
weekends). 
 

- General office administration – including organising team calendar, taking meeting 
minutes, organising travel as necessary for JCT team members 
 

- Managing publications stock and liaising with stockists to replenish supplies 
 

- Organising office supplies 
 

- Project work as and when required – such as funding research, product costings etc. 
 

- Any other task appropriate to the role at the request of the Head of Business 
Development, CEO or JCT Team. 
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Personal development 

 

- Be accountable for own personal development, seeking opportunities to develop new 

skills and learning 

 

- Participate in appraisals and performance management meetings with line manager, 

proactively preparing and shaping review of own performance 

 

- With line manager, prepare and implement a personal development plan, pursuing 

appropriate training and learning activities as part of an agreed plan. 

 

- Contribute to all team development activities. 

 

Person Specification: 

 
Experience 

Essential Desirable 

High level of administration experience ✓  

Marketing background  ✓ 

Events organisation  ✓ 

Experience in the Tourism and/or Heritage sectors  ✓ 

 

Knowledge   

Understanding of Jurassic Coast  ✓ 

 

Skills   

Excellent administration skills   

Excellent PC skills including Google Workspace ✓  

Excellent written and verbal communication skills ✓  

Excellent organisational and time management skills ✓  

 

Personal Qualities   

An eye for detail and high professional standards ✓  

Proven track record of exemplary professional conduct ✓  

Able to work well in a small team and adapt quickly to 
business needs 

✓  

Ability to maintain high levels of enthusiasm and self-
motivation 

✓  

Ability to get things done efficiently, effectively and within a 
deadline 

✓  

Personal commitment to the work of the Trust and to the 
Jurassic Coast  

✓  

High degree of integrity and credibility ✓  

Extremely well-organised and able to determine and 
manage priorities 

✓  

Confident and able to work effectively with people at all 
levels 

✓  

Enjoys working with people  ✓  

Commitment to diversity and inclusion ✓  

Committed to personal learning and improvement ✓  
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For more information or to discuss in confidence, please contact Melanie Campbell: 

melanie.campbell@jurassiccoast.org  

 

To apply, submit a one page covering letter outlining why you are suitable for the role and 

current CV to melanie.campbell@jurassiccoast.org  

 

Closing date: Midday, Wednesday 19th April 2023 

 

mailto:melanie.campbell@jurassiccoast.org

