
TERMS OF REFERENCE- Marketing Executive 
 

 
Position:  Marketing Executive 
Grade: 09 
Employment Type: Regular 
Duty Station: Furniture Showroom, Thimphu  
 

1. Job description 
 
The Marketing Executive shall be under direct supervision of Dy. General Manager (Mktg) 
and will be responsible for marketing and sale of products of BBPL in the market. 
 

2. Specific Responsibilities 
 

a. Create awareness and develop the markets. 
b. Communicate with target audiences and build and develop customer relationships. 
c. Develop marketing plans and carryout advertising, direct marketing and 

campaigns. 
d. Identify appropriate advertising platforms and place advert to promote the 

products and brand that the company is promoting. 
e. Identify manufacturer and suppliers of related furniture items that the company 

doesn’t manufacture but is required to be sold as a bundle to ensure that customers 
are satisfied. 

f. Work closely with in-house or external creative agencies to design marketing 
materials such as brochures and adverts. 

g. Organize and attend events such as conferences, seminars, receptions and 
exhibitions to keep abreast of the market trends. 

h. Maintain, update customer database and analyze the data points in understanding 
customer preferences and choices. 

i. Conduct market research and customer satisfaction survey using customer 
questionnaires and focus groups. 

j. Develop relationships with key stakeholders, both internal and external, 
institutional or individual to ensure that BBPL brands touches every lives. 

k. Review prices of all products on periodic basis to take into consideration the cost 
of production and overhead charges of the company to conduct the business. This 
is to ensure that the company doesn’t engage in charity business of not recovering 
the cost of production. 

l. Structure channel margins so that the company maintains the competitiveness in 
the market by attracting and retaining channel partners in the domestic and export 
markets. 

m. Study prices of competitors products in the market so that the products of BBPL 
are structure properly.  

n. Any other tasks as assigned by the management. 
 
 
 



3. Minimum Requirement 
 

1. Education and Experience 
 

a. Bachelor’s degree in any field. Preference will be given to master’s 
qualification. 

b. Relevant working experience in the similar field would be an added 
advantage. 

 
2. Skills, Attributes and Competencies 

 
i. Excellent verbal and written communication skills. 
ii. Analytical skills including data management and reporting. 
iii. Ability to lead and work in a team. 
iv. Ability to professionally communicate and educate internal and external 

stakeholders. 
v. Willingness to unlearn and learn. 
vi. Ability to work under pressure and deliver results in time. 
vii. Computer literate with the ability to operate MS Office 
viii. Ability to think clearly and solve problems. 

 
4. Other requirements 

 
a. BBPL application form indicating clearly the post applied for 
b. Curriculum Vitae (CV) clearly indicating requirements referred to above 
c. 2 referrals/recommendation letters from non-family related referees 
d. Academic transcripts (Class XII, Degree and Masters, if applicable) 
e. Experience certificate 
f. Security Clearance Certificate (online) 
g. Medical Fitness Certificate 
h. Citizenship Identity Card (CID), and 
i. No Objection Certificate from the previous employer, if selected only. 

 
5. Salary& Other benefits 

 
a. Basic Salary: Nu.14,499.00 
b. Pay scale:14,499-251-23,141 
c. Other benefits and allowances as per BBPL Service Rule. 

 


