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Title of Post:		Digital Marketing Officer – Maternity cover post until November 2025 				(please note the end date of this contract may change)

Hours:			21.75 hours per week; 52 weeks per year – hours pattern to be agreed
	
Grade:			PO2

Reporting to:		Website Manager

Base:			Uxbridge, Harrow and Richmond Colleges (postholder can be based at 				any site to be agreed, according to business need)
Job Purpose
[bookmark: _Hlk183443464]To effectively promote the College to key stakeholders, particularly prospective students and      parents, through targeted social and digital media, email marketing and video campaigns. To effectively work with key colleagues on planning and promoting the College (as a whole and for specific areas, activities, students) and developing imaginative and practical digital media communication strategies. To keep the content and design of the College website fresh, exciting and accessible. To project manage specific tasks as directed by the HRUC Website Manager or other senior college personnel. 

Main Duties and Responsibilities
Digital Marketing and Online Advertising
· To design, produce, plan and deliver engaging and inspiring automated email marketing campaigns using DotDigital (or similar email marketing software and marketing automatic tools) and to distribute promotional and keep warm campaigns about College news, events and information on courses etc to key target markets eg employers, prospective 16-19 and adult students, parents, current students, apprentices)
· To budget, plan and implement regular digital advertising campaigns across key platforms such as Google, affiliate websites and social media channels.
· To write clear, interesting, appealing and user-friendly copy for online advertisements, SEO, social media and email marketing for relevant College market segments.
· To research and develop new and imaginative ways to engage with customers online according to digital marketing best practice.
· To create events for the College via Eventbrite and promote across social media and the website and where necessary, link contacts to DotDigital.
· To manage digital footprint and reputation across the internet.
Websites and Content Management
· To actively engage with cross-college colleagues and external website development supplier to ensure that website is up to date with accurate course and general College content and to evolve and improve website functionality, the user experience and overall brand consistency and messaging across the website. Will require experience and understanding of editing using HTML code and confident use of a CMS eg Joomla.
· Use analytic tools such as Google Analytics and Microsoft Clarity to understand customer behaviour. 
Social Media
· To plan, schedule and deliver targeted promotional social media posts/advertisements/campaigns on the most effective channels, using Buffer to increase the awareness of the College, key events, curriculum offer and products and services and to improve website traffic.
· To produce comprehensive reports on website traffic, conversions, CPC, customer behaviour, social media RIO using industry standard tools, eg Google Analytics, Google Tag Manager etc.
· To create engaging posts using written/image/video expertise and skills.

Project and Relationship Management
· To be the key contact for the college website and responsible for day-to-day management of the website and managing the relationship with external suppliers.
· To play a key role in the development and improvement of the College’s internal and external communications systems eg website/social media channels and to suggest and act upon ideas for improving corporate communications generally and to facilitate student recruitment and enrolment.
· To proactively develop effective working relations with managers and staff across the college and to work with them on targeted promotional activities and campaigns and to advise and assist them with their needs and requirements.
· To act as an ambassador of the marketing team and consistently setting and maintaining high levels of professionalism.
· To work as part of the marketing team to support key events and initiatives and help realise recruitment targets.
· To lead on specific projects, research and assignments as directed by the Head of Department or other senior members of staff.
General Duties

· To participate fully in Staff Review according to the College requirements and undertake training as required.
· To keep up-to-date with Quality Improvement initiatives and to be aware of, and meet, service standards for the department.
· To propose any ideas that may help to promote and extend the College’s reputation and efficient running of the College.
· To undertake all duties and responsibilities in accordance with College policies inclusive of Equal Opportunities, Data Protection, Child and Vulnerable Adult protection, Quality and Financial regulations. To report any concerns to the appropriate person.
· To work safely, consider the safety of others and work within the guidelines stated in the College Health and Safety Policy.
· To be available to assist in enrolment procedures, which may require additional hours including evenings and weekends, for example during the Autumn Term.
· To work flexibly, which may include Open Events, parents' evenings, events and occasionally weekends.
· To undertake any other duties commensurate with your level of responsibility as may be required by the Senior Leadership Team or a member of the College Directorate Group, in order to ensure the efficient functioning of the College.


Safeguarding Children and Vulnerable adults

· Understand and comply with Safeguarding legislation and ensure that best practice is embedded in all working practices as required.

· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate.





	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. 






Digital Marketing Officer
Person Specification


	
	Essential
	Desirable
	Assessed by*

	Knowledge
	
	
	

	1. Knowledge of key developments relating to the area of responsibility including search engine marketing (SEM), search engine optimisation (SEO), digital media including social media, digital advertising, email marketing and marketing techniques.
	
	
	AF/I

	2. Knowledge of Further Education and curriculum developments in the 14-19 area.
	
	
	AF/I

	3. Commitment to Equality and Diversity, Safeguarding, Health & Safety, Every Child Matters.
	
	
	I

	Abilities/Skills/Experience
	
	
	

	[bookmark: _Hlk183444326]4. Recent experience of working in a busy digital media communications/marketing role 
	
	
	AF/I

	5. Experience of working in the education sector.
	
	
	AF/I

	6. Proven track record of developing and building key internal and external client relationships and project management skills.
	
	
	AF/I

	7. Excellent communicator (verbal and written) including copywriting and proofing skills and good use of the English language.
	
	
	AF/I/Portfolio

	8. Previous experience of implementing the most effective and up-to-date techniques to improve website SEO and Google ranking.
	
	
	AF/I

	[bookmark: _Hlk183446615]9.  Experience of managing multiple social media platforms, creating engaging content and engaging with the social media community.
	
	
	AF/I/Portfolio

	10. Previous experience setting up and running automated         email campaigns and CRM management.
	
	
	AF/I

	[bookmark: _Hlk183446650]11. Proven track record of successful development and implementation of various creative and innovative online marketing activities.
	
	
	AF/I/Portfolio

	12. Previous experience of creating high-quality, engaging video content.
	
	
	AF/I/Portfolio

	13. Be able to demonstrate use of strategic and analytical skills, particularly in creating comprehensive digital analytics reports.
	
	
	AF/I




	14.Effective team player but able to confidently work independently and unsupervised.
	
	
	AF/I

	15. Ability to plan, budget and execute mixed digital marketing campaign. Excellent planning, organisational and project management skills and ability to working under        
	pressure and to tight deadlines.
	
	
	AF/I

	Technical Skills
	
	
	

	16.Awareness of how to manipulate design templates on Photoshop, InDesign, PremierPro.
	
	
	AF/I/Portfolio

	17.Experience and understanding of how to edit HTML code and confident use of CMS eg Joomla.
	
	
	AF/I

	18. Knowledge of using Zapier to connect software and experience using Eventbrite.
	
	
	AF/I

	19. Strong IT and information management skills and experience – including Microsoft Office.
	
	
	AF/I

	Qualifications and further professional development
	
	
	

	20.Degree level or equivalent vocational qualification, or equivalent experience.
	
	
	AF/I

	21.Relevant qualification eg CIM.
	
	
	AF/I

	22.Evidence of recent professional development and its impact.
	
	
	AF/I


* Key:		A – Application Form	I – Interview
Portfolio – Evidence to be brought along to interview

image1.jpeg
@7 |HRUC




