
  

 
 
JOB DESCRIPTION   Sales and Marketing Executive     Revised: January 2022 
  
About The Royal Foundation of St Katharine (RFSK) 
 
We are an ancient Royal charity near the City of London and Canary Wharf that provides 
retreats, events, accommodation, a community cafe, and community projects. We are not-
for-profit but need to increase our revenue to cover costs and to recover some of the losses 
from the pandemic and the investment in buildings.  
 
RFSK has invested significantly in a brand strategy and the Hubspot CRM/Web environment 
and now wants an experienced person to manage and develop our sales and marketing 
activities. 
 
We want to increase the sense of belonging and connectedness to all our 
users/guests/clients through good marketing and communications.  
 
Main job purpose: Provide the Royal Foundation of St Katharine’s (hereinafter referred to 
as RFSK) with a comprehensive, effective, efficient Sales and Marketing Function. This 
person will contribute to the business growth of RFSK through driving direct sales for 
bedrooms to RFSK, away from the online agents. They will promote and build our brand 
through all channels. They will drive sales for events to bring in new clients and assist in 
deepening the sales relationships with existing clients.  
 
Reports to: Head of Guest Services/Events   Responsible for:  None 
 
Liaises closely: Senior Management Team and member of guest services/events team. 
Co-ordinating and supporting work by staff contributing to marketing such as social media 
work (10h/week), Hub Spot Contract, IT Web host contract. Web developer contractor. 
  
Usual place of work: The Royal Foundation of St Katharine (RFSK), 2 Butcher Row, 
London. E14 8DS. Opportunity for some home working subject to operational needs. 
  
Work perimeters: 40 hours per week; usually Monday to Friday. The role is in a Hospitality 
and Events environment hence evening and weekend work is integral to the role. This role 
includes Duty Management responsibility during some weekends, Bank Holidays and 
evenings. 
  
Relevance: This document reflects the job content at the time of writing and will be subject 
to periodic change in the light of changing operational and environmental requirements. 
Such changes will be discussed with the jobholder and the job description will be amended 
accordingly. 
  
Key areas of Responsibility: 
  
Support of charitable objectives 

Learn and be able to effectively demonstrate a comprehensive knowledge of The Royal 
Foundation of St Katharine, including but not limited to: 

- Charitable objectives delivered through Worship, Hospitality and Service 
- Working ethos 
- Commercial objectives and budgets 



  

 
 
 
Marketing Planning and Monitoring 
 
- Work with senior management team and stakeholders to develop a marketing plan to 

support the RFSK strategy for the different service lines. Monitor campaign response 
and sales results and recommend updates to the marketing plan. Produce regular 
marketing/sales report on marketing actions taken and results recorded.  

- Understand and support the Brand Identity 
- Develop marketing partnerships  
- Justify and manage any external digital advertising spend 
- Build effective events marketing operation and customer base for all business segments 

and stakeholders 
- Research competitor pricing and report regularly 
- Report about marketing investment against plan 
 
 
Hubspot Use/CRM and Data Analytics 
 
 This role will develop our work to make the best use of Hubspot including: 

- CRM implementation making best use of customer data from Hubspot and other 
systems.  

- Review integrations and process for capture and using customer data 
- Hubspot Implementation around driving traffic to key landing pages and encouraging 

call to action.  
- Update and refresh our main website and events listings 
- Drive inbound traffic to our website through SEO and a plan of content creation 
- Publishing regular newsletters to different segments of our customer base  
- Take responsibility with the Administration Executive for RFSK compliance with all 

data management matters related to GDPR 
- Manage customer data and ensure responsiveness to all levels of guest/target client 

communication 
 
 
Social Media Use 
 
- Oversee, support and promote all our social media work, including responsiveness to 

customer communication across all relevant channels 
- Design and Lead Campaigns related to key segments - including developing and 

promoting our outgoing digital content across all platforms. Designing, editing and 
sending out newsletters. 

- Work with our existing social media contributors to agree a plan and monitor 
 
 
Selling Events  
 
- Work with the Events team to grow the sales pipeline for all our Events including RFSK 

hosted activities 
- Support activities around account development 
- Lead generation 
- Work with Senior management to agree targets for new revenue generation and monitor 

performance 
 



  

 
 
 
Support Fundraising 
 
- Work with Senior Management to help support Fundraising activities. Use the CRM to 

help track key donors and their connections. Help build campaigns around regular 
giving/legacy and major gifts. 

 

People, communication, and interaction 

- Represent RFSK in person and via all media in a manner and style reflecting the 
Foundation’s ethos and core values 

- Attend and represent RFSK at events including but not limited to professional, 
corporate, charity, community and social event 

- Work collaboratively with colleagues to achieve effective outcomes for RFSK. 
 

Environment, Health & Safety and Security 

- Ensure effective management and care of space across the estate 
- Succeed always in minimising waste 
- Follow carefully the RFSK Ethos on being environmentally friendly 
- Ensure safe working practices in accordance with the correct policy and procedure 
- Properly handle and account for keys 
- Maintain full knowledgeable of policies regarding emergency procedures and security 

  

I have read and fully understand all the contents of this job description and understand that a 
signed copy will be kept on my personal file. 

  

  

Signed:     Printed name:   

  

Date: 

 
 
 
  


