
 

 
 

Job Title:                 Marketing Assistant 

 Department:          Marketing 

 

TIME Investments – Who we are 

The TIME group currently manages over £4.5 billion of assets for our 20,000 plus investors. We work in partnership with financial 

advisers, wealth managers and family offices to create and deliver innovative investment solutions for their clients. Throughout 

our investment solutions we focus on providing consistent, stable returns delivered through a defensive and transparent 

investment strategy. TIME is built on and shaped by its values, which are at the heart of our business: 

 
• Talent: Going above and beyond to deliver positive results 

• Intelligence: Effecting positive change through innovation 

• Maturity: Making our client feel valued 

• Excellence: Challenging the ordinary and creating impact 

 

The role 

Marketing Assistant job responsibilities: 

▪ Manage routine updates of marketing collateral, including brochures, sales aids and presentations 

▪ Support the production of monthly fund factsheets 

▪ Support the team with marketing campaigns, events and webinars 

▪ Monitor the central team inbox and respond to internal enquiries 

▪ Provide additional support on new marketing initiatives (e.g. market research / surveys) 

▪ Marketing SharePoint file management  

▪ Formatting and typesetting documents for colleagues from across the business to ensure brand consistency  

▪ Manage third party marketing accounts  

▪ Support administration team with new staff onboarding process 

Additional requirements: 

▪ Strong interpersonal skills  

▪ Excellent written and verbal communication skills with attention to detail 

▪ Willingness to challenge oneself and existing process 

▪ Ability to work under self-motivation, influence outcomes and drive processes without supervision 

▪ Excellent organisation and time management skills 

▪ Commitment to ensuring the team succeeds with all tasks, duties, and projects 

▪ Willingness to help a team member in need 

 

Who we are looking for 

 
We are looking for an ambitious candidate with an exceptional approach to this role, who understands that the needs of our 

clients (both internal and external) are at the heart of everything we do and key to the success of our business. Within the 

Marketing team, a can-do attitude and a supportive approach to team members are essential attributes. A wealth of financial 

services experience is not a prerequisite in applying for the role but a strong desire to develop skills and knowledge within a 

demanding work environment is critical. 

 

 

 

 

 



 

What we can offer 
 

Culture 

Successful candidates will reap the benefits of working for a business where their voice is heard, and their contribution is truly 

valued. TIME Investments has an open and supportive approach towards its employees and the Marketing team embraces 

this wholeheartedly. 

 
Training and Development 

The successful candidate will be offered training and development within the team and will receive product and organisational 

overviews from across the business as part of our in-house onboarding process which is offered to all new employees – 

whatever their role. 

 
Recognition of Performance 

Joining an existing team, the candidate will benefit from working on a team where merit truly counts and where 

outperformance is rewarded, regardless of length of service. TIME also has a company-wide recognition service which is tied 

strongly to our values. 

 
Contributing to Change 

We are constantly striving to find improvements to the way in which we work, and the successful candidate will be provided 

with the necessary support, training and encouragement to have a voice in this process 

 

Diversity and Inclusion  

TIME Investments welcomes applications from individuals from all communities.  

 

This job description is not intended to be all-inclusive. Employees may be required to perform other related duties to meet 

the ongoing needs of the organisation 

 

 


