
   
 
 
 
 
 

Job Description 
 

Etz Chaim Synagogue and Gourmet Foods  
 

 

Job Title:  Marketing & Communications Executive 
 

Location:   Home based. Attendance at local Leeds office and retail store                                                                                                            
in LS17 from time to time and attendance at planned events 
 

Hours:  20hrs per week part time, schedule to be determined 
 

Salary:  £15k - £17.5k  
 

Reports to: Chairman of Gourmet and President of Etz Chaim Synagogue 
 

Holidays: 20 days in addition to Bank Holidays in England and Wales, Jewish 
festivals when they occur on weekdays (Rosh Hashanah - 2 days, Yom 
Kippur – 1 day, Sukkot - 4 day, Pesach - 4 days,  Shavuot – 2 days) 

 

OVERALL FOCUS 

 

This is a brand new role and an excellent opportunity for a dynamic, proactive individual to develop and 

activate a marketing and communication plan for both the Etz Chaim community and Gourmet Foods 

whilst maximizing not-only the ‘cross-selling’ opportunity, but also acknowledging a much wider potential 

audience to grow and contribute to the success of these two organisations. 

 

 

BACKGROUND 

 

Etz Chaim Synagogue is a charity and Gourmet Foods is a retail Kosher cooperative of more than 100 

years standing. The two organisation have the same membership and work in partnership with each other. 

Part of our shared aims is to expand our audiences and optimise cross marketing opportunities. We are 

excited to develop our services by creating our first collaborative professional role.  

 

   



 
 
 
 
 
ESSENTIAL FUNCTIONS FOR GOURMET FOODS 
 

In line with the marketing plan:  

 Design a new website maximizing the user’s experience. Maintain the site with creative, up to date 
and engaging content. 

 Optimise e-marketing and communication platforms with creative, up to date, and engaging 
content (including: Instagram, Facebook, YouTube, LinkedIn and Twitter)   

 Build an increasing audience/community through subscribers/followers via the new website and 
social media output. 

 Devise online periodic surveys for existing customers/followers to help improve Gourmet’s service. 

 Design engaging and attractive marketing materials (electronic and hard copy)  

 Work in conjunction with the Senior Store Team to develop instore, online, regular digital 
campaigns and promotions to grow customer numbers and sales. 

 Work with external partners to produce instore marketing and promotional materials to accompany 
social media and online marketing campaigns. 

 Optimise analytics to assess and develop an ongoing promotional campaign in conjunction with 
Gourmet buying function. 

 Optimise analytics to assess and develop customer focused campaigns for continued customer 
engagement and sales and profit generation. 

 Ensure GDPR compliance at all times. 

 Sharing new ideas, concepts and approaches for continued marketing success. 

 Develop a deep understanding of the shop workings and customers 
 

ESSENTIAL FUNCTIONS FOR ETZ CHAIM SYNAGOGUE 
 

In line with the marketing plan:  

 Manage the look of the website and user’s experience with creative, up to date and engaging 
content. 

 Improve e-communication from the synagogue to its members with a cohesive, user friendly, 
engaging, accurate and update to date information  

 Optimise and continuously assess e-marketing and communication platforms with creative, up to 
date, and engaging content (including: Instagram, Facebook, YouTube, LinkedIn and Twitter)   

 Implement a cross-marketing plan to leverage standard synagogue communications when 
appropriate. 

 Develop and market existing and new income stream initiatives  

 Produce press releases and articles 

 Ensure GDPR compliance at all times. 

 Responsible for creative and engaging events throughout the year. 

 Enable the effective promotion of all events throughout the year coordinated by clergy, staff and 
volunteers. 

 Produce, keep up-to-date and manage a clear set of brand and style guidelines so that all 
marketing is cohesive and centralised. 

 Sharing new ideas, concepts and approaches. 

 Work with the Office staff, Rabbonim and volunteers on the implementation and adherence to the 
new standards.  

 Conduct regular, proactive research around positive community communication strategies (not just 
within the UK) to ensure our marketing plan is current and relevant. 

 



 

 
 
QUALIFCATIONS, EXPERIENCE, QUALITIES & SKILLS, AND KNOWLEDGE 

 
You will need to demonstrate that you have the necessary Qualifications, Experience, Qualities & 
Skills and Knowledge, in the following areas (E – Essential D - Desirable): 
 
Qualifications: 
 

 Graduate Degree in English, Media Studies, Marketing, Communications Studies, or equivalent (E) 

 Marketing, Communications and/or Graphic Design (E) 

 Minimum of three years of previous work experience in the marketing/PR arena. (E) 
 

 
Experience 

 Previous marketing or design agency experience (D) 

 Formal graphic design education or related graphic design experience (E)  

 Demonstrated design competency to include Microsoft Office (E)  

 Previous experience in writing content for social networking – personal or professional use. (E) 

 Working with web developers in the design and publication of online content (E) 

 Media handling, including coordinating press releases and articles (E) 

 Microsoft Office, CRM and Web Design (E) 

 Grant funding and fundraising (D) 

 Working for or within a Jewish community (E) 
 
 

Qualities & Skills  
 

 Strong organisational skills and the ability to work on multiple projects concurrently (E) 

 Individual must have strong verbal, interpersonal communication skills, and strong written 
communication skills. (E) 

 Comfortable working in a collaborative team environment as well as being self-motivated to work 
individually. (E) 

 Excellent verbal, written (including editing and proof-reading), communication and interpersonal 
skills (E) 

 Analytical and inquisitive, with excellent attention to detail (E) 

 Credible, confident and articulate, with good presentation skills (E)  

 Reliable, flexible, cooperative as well as diplomatic, tactful and personable (E) 

 Self-motivated and passionate about driving ideas forward (E) 

 Confidently handle sensitive information, identifying and dealing with any potentially contentious 
issues that might arise (E) 

 Be able to organise and prioritise your workload and respond to queries in a timely, efficient and 
professional manner (E) 

 Have a flexible approach and be able to adapt to changing priorities, needs and requirements. This 
includes making yourself available, wherever possible, outside of your contracted working hours 
(E) 

 Be able to work confidently alongside a variety of people, from colleagues, lay leaders and 
journalists, to community members, beneficiaries and stakeholders (E) 

 
 
 
 



 
 
Knowledge 
 

 Key Jewish and mainstream media outlets (E) 

 Up to date marketing tools including graphic design to include: (E) 
o Page layout, typography, image sourcing and color theory.   
o Design competency to include Adobe Creative Suite 4 upwards: Illustrator, InDesign, 

Photoshop, Adobe Acrobat. 
o Demonstrated design competency to include Microsoft Office.   

 Knowledge of traditional Jewish religion and culture including inter alia, year and life cycle events 
(E) 

 Promote and stand by a set of key Jewish values that reflects the way in which you lead and 
conduct yourself (E) 

 
 
  
To apply please submit a C.V. and covering letter via email to: Hilton.Lorie@googlemail.com  
 
Closing date for applications: Friday 26 March 2021 

mailto:Hilton.Lorie@googlemail.com

