
Provide day-to-day support to the CEO and assisting in managing various client projects and

deadlines. This may range from administrative projects and online research projects to digital

marketing, social media management, brand management, and event planning projects. 

Assist in the development of relevant, original, high-quality content (for social media

channels, ads, blogs, newsletters etc.) using design tools such as Canva and Adobe

Photoshop

Assist in the design, creation and management of promotions and social ad campaigns, being

sure to integrate with client’s overall marketing campaign plan and channels.

Oversee design (ie: Social media graphics thumbnails, ads, landing pages, blogs, newsletters

etc.).

Assist in creating and managing engagement strategies for social media

Assist in the development and implementation of SEO (Search Engine Optimization)

strategies for clients to generate inbound traffic

Conduct keyword and hashtags research.

Monitor trends in social media tools, applications, channels, design and strategy.

Possesses knowledge and experience in the tenets of social media marketing. Marketing

degree is welcomed but not required with relevant and comprehensive work experience.

Excellent copywriting, graphic designing, animation and video editing skills and ability

to deliver creative content (text, image and video)

Exhibits the ability to jump from the creative side of marketing to analytical side, able

to demonstrate why their ideas are analytically sound.

Displays in-depth knowledge and understanding of social media platforms, their

respective participants (Facebook, Twitter, Instagram, YouTube, Pinterest etc.) and how

each platform can be deployed in different scenarios.

Maintains excellent English writing and language skills.

Practices superior time management.

Is a team player with the confidence to take the lead when necessary (i.e.: content

development, creation and editing of content, and online reputation management).

Makes evident good technical understanding and can pick up new tools quickly.

Winowin Consulting is an Australian based consultancy focusing on providing virtual support

solutions to SMEs and Start-ups around the world, enabling them to achieve operational

excellence and business growth. At Winowin Consulting, we believe our ultimate goal is to add

value to other businesses by providing expert advice and managing their business processes

virtually to help them achieve their goals and generate quick results. We are working with

business owners from around the world and helping them to establish and grow their business.

E x e c u t i v e  A s s i s t a n t  -  P a r t  T i m e

The Executive Assistant  will be working closely with the CEO on various client projects and

assisting in meeting deadlines. The Executive Assistant will have good digital marketing

background with knowledge of SEO and social media management, excellent online research

skills, copywriting skills as well as Wordpress experience. 

About the business

About the role

RESPONSIBILITIES

Qualifications and Experience

https://forms.gle/uB5PhGbMCtGPrqmC6

