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Job Description

Marketing Executive – HCUC Apprenticeships & Skills
Title of Post:

Marketing Executive – HCUC Apprenticeships & Skills 

Section:

Marketing
Reporting to:

Head of Marketing
Hours:


36 hours per week, 52 weeks per year 
Grade:


SO1
Purpose of Job: 


1. The Marketing Executive – HCUC Apprenticeships & Skills will be responsible for planning and implementing a full range of marketing and communications activities, maintaining a high-quality service delivery and contributing to new initiatives. The post holder will be responsible for developing and implementing specific online and offline marketing campaigns and events, targeting employers and promoting employer related initiatives such as apprentices and recruitment. They will work with the Head of Marketing and the Employer Services and Partnerships department to ensure this complements the overall College strategy for working with employers.
2. To contribute to the wider development of Marketing across HCUC.  

Key Accountabilities
3. The principal duties are as described below but are not limited to this list:
a. Research:
1) Conduct research and establish customer needs in conjunction with the Employer Services and Partnerships department
2) Identify target audiences and ways to develop appropriate marketing output

b. Planning: 
.

1) Exploit opportunities for enhancing the HCUC Apprenticeships & Skills profile through external marketing events 
2) Obtain quotes, negotiate and purchase marketing and printed products and services

3) Plan marketing campaigns, events and internal/ external communications

4) Deliver measurable objectives for all activities to determine return on investment

5) Attend meetings and establish actions and responsibilities as appropriate

c. Implementation: 
1) Support the implementation of marketing plans for the Employer Services and Partnerships department’s markets 
2) Ensure that any tactical activity by the internal curriculum and service areas meets Corporate Guidelines and a consistent message and image of the College is provided.
3) Create visually exciting content for a range of digital channels and contribute to regular updates of information on internal and external social media
4) Book advertising space according to marketing plan and campaign schedule, write copy, proof adverts

5) Source and utilise databases with periodic data cleansing required

6) Deliver Marketing materials and other printed media to planned distribution lists

7) Work with the Graphic Designer on creative concepts and the provision of marketing materials for internal and external communications

8) Write and edit copy, ensuring style and accuracy for website via CMS 
9) Schedule and manage photoshoots for promotional material (e.g. organise models, schedule locations and produce profile copy)

10) Assist with the production of photographs and video as necessary to expose HCUC Apprenticeships & Skills to a range of target audiences.

11) Produce regular newsletters and communications using email tool (e.g. Dotmailer).
12) Produce marketing communications for publication and amend as necessary
13) Update offer and profile information for intermediary sites/magazines
14) Assist with the regular update of internal displays for West Met Skills.
15) Provide marketing support to internal and external events, e.g. Apprenticeship Week, open evenings and high school events as appropriate
16) Pursue positive media profile opportunities
d. Evaluation/Monitoring:
1) Monitor and report on advertising effectiveness.
2) To manage and continually develop both the style and the content of the HCUC Apprenticeships & Skills and College websites to ensure that it is current, effective and appealing to the College’s target market.

3) Monitor social media and respond to comments and posts

4) Conduct appropriate post-activity evaluations

5) Keep accurate record of quotes, invoicing and spend against account codes.
e. Quality:
1) To ensure College Quality Policy and Procedures including Equal Opportunities Policy are effectively implemented within the College and HCUC Apprenticeships & Skills.

2) To assist in promoting and maintaining links with relevant professional bodies, and other institutions.
f. General Duties:
1) Promote the efficiency and effectiveness of the department

2) Attend meetings and conferences as required from time to time at HCUC locations and elsewhere and undertake appropriate staff development

3) Participate in staff development activities, staff conferences and the College appraisal system

4) Participate in Open Evenings and other College events as required

5) Work closely with colleagues to promote a corporate approach to the organisation and management of the College

6) Promote a positive image of the College and HCUC Apprenticeships & Skills in the local community

7) Assist with the promotion, supervision, management and administration of such College activities as may be required from time to time

8) Demonstrate a commitment to promoting and safeguarding the welfare of children, young persons and vulnerable adults in line with College Policy, which expects all staff and volunteers to share this commitment. 

9) Carry out any other such duties as may reasonably be required by the Head of Marketing.

Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work. This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.

Marketing Executive – Apprenticeships and Skills
Person Specification

	
	Essential
	Desirable
	How Assessed*



	1 Qualifications


	
	
	

	· Degree level or other appropriate professional qualification 
	(
	
	AF/Cert

	· Marketing qualification or willing to work towards qualification
	(
	
	AF/Cert, IV

	2 Knowledge, Skills and Experience


	
	
	

	· Minimum 2 years marketing experience 
	(
	
	AF, IV

	· An ability to plan, prioritise and meet deadlines
	(
	
	AF, IV

	· Strong communication, interpersonal and customer service skills
	(
	
	AF, IV

	· Excellent copy writing skills and ability to write for varied audiences
	(
	
	AF, IV

	· Event management experience
	(
	
	AF, IV

	· Excellent IT Skills
	(
	
	AF

	· Digital and social media skills
	(
	
	AF, IV

	· Experience of working within industry and understanding business environment
	
	(
	AF, IV

	· Internet and website management and analysis experience
	
	(
	AF, IV

	· An understanding of education sector
	
	(
	IV

	· Excellent literacy and numeracy skills
	(
	
	AF, IV

	· Strong analytical skills
	(
	
	AF, IV                                                                                                             

	· Project management skills
	
	(
	AF, IV

	· An understanding of the education sector
	
	(
	AF, IV

	3 Personal Attributes


	
	
	

	· A commitment to student success and inclusive education
	(
	
	IV

	· An enthusiastic and positive manner 
	(
	
	IV

	· Ability to work both on own initiative and as part of a team
	(
	
	AF/IV

	· Ability to initiate projects
	(
	
	AF/IV

	· Ability to work under pressure and keep to strict deadlines
	(
	
	IV

	· Flexible attitude to work and acceptance of regular change
	(
	
	IV

	· A creative and innovative approach to problem solving
	(
	
	IV

	· Attention to detail
	(
	
	AF, IV

	· A commitment to personal and professional development
	(
	
	IV

	· A Commitment to Equal Opportunities
	(
	
	IV

	· Ability and willingness to travel locally
	(
	
	IV


Evidence of criteria will be established from:

AF = Application Form, IV = Interview, Cert = Certificates checked on induction, Test = Literacy / Numeracy Test
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