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	Mission Statement

‘To provide education and skills that enhance the region’s economic and social prosperity’



	Job Description


	Post Holder
	

	Job Title
	Marketing and Promotions Assistant

	Responsible to
	Student Recruitment Manager


Purpose - Key Strategic Objectives 

To develop and maintain positive and professional relationships with key contacts within schools across the Tees Valley, local careers services and referral agencies. 

To develop and deliver a comprehensive plan of talks, presentations, advice sessions and application clinics in order to provide information, advice and guidance to potential students to aid transition into College and ensure student recruitment targets are achieved.
To play a key role in the organisation and delivery of open events, taster days and to represent the College at a range of community events providing information and advice on all College programmes including full time, part time, apprenticeship and higher education provision. 

To be actively involved in the attainment of objectives contained within the College’s Development Plan.
To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
Specifically the post holder's responsibilities will be as follows:
· To develop and maintain positive relationships with new and existing schools, Careers Services, the National Apprenticeship Service, referral agencies and other related services ensuring a regular programme of communications and support is implemented. 
· To promote Middlesbrough College and its full time provision (Vocational Courses, A Levels, and Apprenticeships), progression opportunities, support services and student perks to students (aged 11-16), parents and teachers. 
· To develop and deliver a comprehensive plan of talks, presentations, advice sessions and application clinics in order to provide IAG to potential students to aid transition into College and ensure student recruitment targets are achieved. Some out of hours work (approx. 1 evening per week up to 8.30pm and occasional weekend).
· To co-ordinate staff support at school events, collating and updating schools events spread sheet, assisting with data collection for applications for schools reports and enrolments.

· To effectively arrange college tours and departmental visits for schools staff and potential students/parents.

· To monitor and track student applications throughout the year and to develop new ideas, activities and events to ensure the schools liaison function is fresh and relevant for potential students and meets the objectives of feeder schools.
· To work alongside the marketing team in the development and maintenance of a comprehensive database of student details for promotion and profiling purposes and to deliver a range of applicant keep warm activities and correspondence in order to improve application conversion.

· To play a key role in the organisation and delivery of open events and taster days offered throughout the year including administration of bookings and organisation with cross college staff.
· To help with the creation and distribution of College literature and be responsible for the booking and delivery of College merchandise and display stands, table cloths and other marketing equipment and peripheral. 

· To represent the College at a range of community events confidently providing information and advice to a range of audience groups about the wider College offer including full time, part time, apprenticeship and higher education provision. 

· To maintain an active presence on the College Social Media accounts promoting attendance at schools and events, linking with partner schools and championing College and student achievement and successes.
· To monitor competitor activity and to assist in the collection, analysis and presentation of research material, using quantitative and qualitative techniques.

· To show an active commitment to the college’s Equality and Diversity policy, quality frameworks and health and safety procedures. 
· To show an active commitment to the Directorate/Departmental Strategic Objectives.
· To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the College. 
· To carry out such other appropriate duties commensurate with your skills, knowledge and experience.
· The College may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College.

Signed   ____________________________      Date  _________________                  






	PERSON SPECIFICATION


	CATEGORY
	REF
	CRITERIA DESCRIPTION


	METHOD OF ASSESSMENT

	1. Skills and Abilities

	Essential


	1.1
	Proven organisational/event promotions skills.
	Application/Interview

	
	1.2
	Excellent communication and relationship building skills.
	

	
	1.3
	Confidence in delivering presentations and talks to large audiences.
	

	
	1.4
	IT Skills including good working knowledge of Microsoft Word and Excel.
	

	
	1.5
	Ability to work flexibly.
	

	2. Qualifications and Training

	Essential
	2.1
	Possession of Level 3 qualification in a relevant discipline.
	Application/Verification of original certificates

	
	2.2
	Grade C or above in Maths and English (or equivalent).
	

	
	3.3
	To hold or be willing to work towards an IAG Level 4 qualification.
	

	
	3.4
	A commitment to undertake any mandatory training relevant to the role.
	

	3. Attitude / Disposition

	Essential


	3.1
	To commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the College.
	Application/Interview/

References

	
	3.2
	Demonstrated ability to work effectively both independently and in a team environment
	

	
	3.3
	Commitment to excellence.
	

	4. Other

	Essential
	4.1
	Awareness of College provision and further education.
	Application/Interview/

References

	
	4.2
	Up to date driving license and access to a vehicle
	

	5. Knowledge

	Essential
	5.1
	Detailed knowledge of the pathways available to school leavers.
	Application/Interview


	CATEGORY
	REF
	CRITERIA DESCRIPTION


	METHOD OF ASSESSMENT


	6. Experience

	Essential
	6.1
	Experience of post 16 Education Sector.
	Application/Interview

	
	6.2
	Experience of organising events both within the College and in the community
	

	
	6.3
	Current and relevant experience of working in a busy marketing or educational environment.
	

	
	6.4
	Experience of dealing with a wide range of people.
	

	
	6.5
	Experience of undertaking research in an appropriate field.
	


	CONTRACT ARRANGEMENTS


Business Support Staff will be engaged under a Contract of Employment determined by Middlesbrough College, supported by Contract Guidelines.

Within your contract, the following salient features will apply:

	1.
	Contract type
	Business Support, Full Time, Permanent

	

	2.
	Working week
	37 hours  

	

	3.
	Holiday
	30 days per annum plus statutory bank holidays 

(holiday year 1st January – 31st December)

	

	4.
	Period of Notice
	Two months

	

	5.
	Salary Scale
	Business Support Scale 5
Points 20-22 

£20,626 - £22,549 per annum

	

	6.
	Pension
	Employees are eligible to join the local government pension scheme. Employees contribution will be 5.8% - 6.5% of salary

	

	7.
	Sickness
	The Corporation sickness policy will apply (further information is available from the Personnel Department on request)

	

	8.
	Probationary Period


	12 months

	9.
	Disclosure & Barring Service Check
	From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40


Please note that all appointments are subject to a satisfactory Enhanced Disclosure & Barring Service check and receipt of two satisfactory references.

