[image: A close up of a logo

Description automatically generated with medium confidence]
Marketing Director

Your contribution to PrimeTime's vision

As Marketing Director, your mission is to develop and execute a comprehensive marketing strategy that effectively engages PrimeTime’s members by promoting its mission, events, programmes, and initiatives. You will also strengthen brand awareness, enhance member experiences, and foster a vibrant, supportive community in line with PrimeTime’s objectives. This is a unique opportunity to champion the interests of a leading business and professional women’s association in Singapore, serving its diverse membership from over 30 countries since 1997.  

Due to the volume of events and activities, this role will be split into two positions:
Marketing Director - Internal: Will be responsible for all described responsibilities below, but with a focus on executing the marketing strategy through internal communication channels (website, WhatsApp community).
Marketing Director - External: Will be responsible for all described responsibilities below, but with a focus on executing the marketing strategy through external communication channels (social media, third-party platforms).

Your Main Responsibilities

· Marketing Strategy : Develop and implement a marketing strategy that promotes PrimeTime's mission of helping women achieve their highest potential through professional growth, social connection, and community outreach.  
· Brand Management: Ensure consistent branding and messaging across all marketing materials, communications and channels.
· Marketing Campaigns: Partner with board members and their teams to create targeted marketing strategies and campaigns to promote events, membership initiatives and programs, and other information (e.g. AGM).
· Social Media: Utilise social media (organic and paid) to actively promote PrimeTime, events & initiatives, increase brand awareness and acquire new members, and encourage dialogue within the community. Monitor and report on impact. 
· Internal communication: Website: Manage the website including creation of event pages, updating existing information and pages, and reporting on key metrics.
· What’s App Community: Be responsible for the promotion and usage of the WhatsApp community in partnership with other Board Members as a key internal channel. 
· External Promotion: Promote PrimeTime within the Singapore community through various 3rd party channels and partnerships, to increase brand awareness, generate publicity for events and programs, and attract new members.
· Collaboration: Collaborate with cross-functional teams and stakeholders inside and outside of PrimeTime, to inform content and campaign creation and member engagement.
· Reporting: Provide regular updates and reports to the Board and President on the impact of marketing activity and use of budget.
· Team Leadership: Recruit, lead, and manage a team of volunteers, as required, providing adequate training and onboarding support. The team will be responsible for executing the marketing strategy across communications channels.
· Attendance at PrimeTime events: Attend and support PrimeTime events to stay on the pulse of the PrimeTime community.
· Board Orientation and Succession: Each PrimeTime Board Member is required to participate in a Board Orientation Day at the commencement of their term; identify, mentor, and support PrimeTime member(s) to develop a succession plan and volunteer team for their portfolio; and, at the conclusion of their term, provide a comprehensive handover file and reasonable coaching support to ensure a smooth and effective transition to their successor.

How does this job interact with other Board members/leaders?
· Marketing touches all areas of PrimeTime’s activities and so the Marketing Directors will have contact with all Board members and other PrimeTime leaders. 
· President: Website development, association identity and communications guidelines.

What volunteer support is needed to perform this job?
· A Marketing team is required to perform the various communication activities. The Marketing team includes:  e-newsletter editor, contributing writers, webmasters, website advertising, public relations and roaming photographers.
· Subgroup and programme leaders are responsible for content in their website section, with support from the Communications team for website posting.

Is this position a key contact with any outside organizations?
· The Marketing Director (External) is the key contact for any external media.
· The Marketing Director (Internal) is the key contact with Website agency (GlueUp)

We want to hear from you if you …
· Are passionate about empowering women to reach their highest potential.
· Have proven experience in marketing and communications, preferably within a non-profit or membership-based organization.
· Have leadership experience, including managing teams or volunteers.
· Have strategic thinking and ability to develop and execute marketing plans.
· Excellent written and verbal communication skills and are proficient in content creation and social media management.
· Have a data-driven mindset with the ability to analyse and interpret marketing performance metrics.
· Have a creative mindset with an understanding of current marketing trends and best practices.

Time requirement: ~20h/month
The above number is an approximation that includes attending a PrimeTime Board meeting, handling the Marketing Director responsibilities, and attending PrimeTime events. 

· 2nd Thursday event (3)
· Board meeting (3) 
· SIG event (3) 
· Various communication activities (11)

For further details, kindly reach out to the Secretary at: secretary@primetime.org.sg
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