

JOB DESCRIPTION

Job Title:
School, and Community Promotion Co-ordinator

Grade: 
BS4

Reporting To:
Student Recruitment Manager
1 PURPOSE OF JOB

To deliver information and advice about Darlington College’s courses and provision to young people within schools and the general public in the wider community.  To assist the Student Recruitment and Marketing Team to maintain and expand feeder schools and wider community links to achieve growth and achievement of recruitment targets. 
2.       PRINCIPAL ACCOUNTABILITIES
· To co-ordinate day to day links with partner schools and community groups and promote the college through active involvement in: 
· The delivery of interactive presentations to school and community groups on a regular basis to achieve target growth.
· Co-ordinate and have a presence at school and community events, including school open events, parents’ evenings, careers events and career in action days.
· Liaise with appropriate schools’ teaching and community workers to expand the range of activities on offer to ensure they are relevant, interesting, stimulating and fit for purpose.
· The co-ordination and delivery of school assemblies and application form clinics.

· To support young people with the application and enrolment process.

· To maintain and build networks of communication with external agencies to promote the college.

· Bring forward new ideas for Open and Taster Days, the College Website, marketing materials and methods of communicating with schools and the wider community.
· Develop close working links with Head of Faculties and Curriculum Managers to ensure knowledge of curriculum offer is up to date and communication is consistent.

· To co-ordinate and deliver relevant talks, tours, and marketing events to further develop relationships and communications regarding the marketing and promotion of College programmes to schools and community venues
· The collection of school student data for use in mailshots.

· Participate in all college internal and external promotional events including Open Events, Connecting to College and Enrolment Events, Application Form Clinics and Business Ambassador Events.
· To co-ordinate the Schools Taster Programme (Discovery Day) and other visits with partner schools and College curriculum areas by a variety of year groups.
· To distribute college publications, posters, and other marketing materials to schools and school pupils and promote online marketing activities and information.
· To co-ordinate with appropriate College staff in connection with all aspects of schools liaison activity and events.
· To work evenings as required and occasional weekends.
· To comply with all relevant policies and procedures.
· To undertake other duties commensurate with the grade of the post as required.
3
QUALIFICATIONS/EXPERIENCE REQUIRED

	
	Essential
	Desirable

	Qualifications


	· NVQ Level 4, degree or equivalent professional/ teaching/management qualification.

	· Higher degree in relevant discipline.
· Marketing/promotions knowledge and experience.
· Information, advice qualification.
· Marketing / Events qualification

· IT qualification


	Work Experience


	· Experience of delivering presentations to large groups of people.

· Participation in publicity and promotional events. 

· Experience of School /College environment.
· Experience in youth work or supporting and helping young people.

· Experience of achieving targets and co-ordination of tasks.

· Experience within a marketing/sales or customer focused environment.

	· Experience of marketing a service.


	Special Aptitudes:


	· Excellent organisational skills. 

· Thorough knowledge of MS Office packages.
· Excellent presentation/ communication skills.

· Capacity for independent travel

· Flexibility and customer focussed.
	· Ability to plan ahead.
· Ability to meet tight targets and timeframes.


	Interests:


	· Continuous professional development.
· Commitment to safeguarding children.

	

	Disposition/

Attitude:


	· A highly motivated team player with excellent interpersonal skills who is confident and articulate.
· Able to respond flexibly and adapt.
· Able to cope under pressure.
	


Equal Opportunities

Darlington College is committed to recognising and promoting equality and diversity within the community.  We wish to provide a working and learning environment that acknowledges the richness of diversity and recognises the positive contributions of men and women of different social backgrounds, cultures, religions, abilities, ages and sexual orientation.

Applications are therefore welcomed from all persons regardless of their sex, marital status, ethnic origin, disability, religious belief, age or sexual orientation provided they have the necessary attributes to carry out the job role.
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