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	JOB DESCRIPTION


	Post Holder

	

	Job Title
	Marketing Officer

	Responsible to
	Marketing Team Leader




Purpose: Key Strategic Objectives 
The Marketing Officer will be responsible for co-ordinating and delivering the marketing and communications activity for the technical training and apprenticeship activity within Middlesbrough College and it’s technical training company, TTE. To raise the profile of this provision amongst regional, national and international businesses and provide support for the sales team to grow income streams to generate new business and achieve student recruitment targets.

· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself…
· Take Pride…

· 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:

1. To co-ordinate the development and implementation of the technical training and apprenticeship marketing and communications plan, in line with the College’s strategic aims and objectives for commercial income delivery.

2. Undertake market research for the development of content and materials, to aid course development and to ve aware of competitor marketing strategies.

3. Develop technical and apprenticeship marketing materials and write engaging copy for brochures, e-newsletters, leaflets, mailshots, testimonials, adverts etc. Take responsibility for all projects from start to finish to include delivery and execution. Ensuring all materials are accurate and within College or TTE brand guidelines. 

4. Develop course specific materials to be used for marketing and communications purposes.

5. Use electronic mail systems to send out regular direct marketing materials using dotmailer and ensure activities are recorded on the CRM system and analysed for effectiveness.

6. To take a lead on social media sites for TTE to promote key messages, events,apprenticeships and course opportunies in order increase the visibility on Linkedin, Facebook,Twitter and Instagram.

7. To update website content and to work with the College Marketing Team to develop a new interactive website with a course booking and payment system for TTE.

8. Take a lead on the planning, organisation and marketing of events and sponsorship opportunities to publicise technical training and apprenticeships.

9. To raise the profile of technical training and apprenticeships by developing case studies and working with the College’s PR agency to develop PR and press releases to target regional business and technical  press and publications.

10. Engage with businesses to help guide marketing activities, content and focus.

11. Provide monthly analytical reports relating to marketing activities which can be used to measure the impact and ROI.

12. To liaise and develop relationships with staff across the College and at TTE with responsibility for technical training and apprenticeships and support them with marketing and communications advice. 

13. To work closely with the Marketing Team including graphic design, digital and videography to support the production of all materials.

14. To organise photography shoots and videography for use in publicity materials and on the TTE website.

15. To work across multiple sites – Middlesbrough College Campus and TTE site

16. To attend and take an active role in College and TTE promotional events i.e. Employer Events, Open Events and Community Events

17. Arrange for the effective display and distribution of commercial marketing materials.

18. To perform general office  administration tasks as required.
19. To ensure completion of agreed projects and training objectives as agreed with the Marketing Team Leader.

20. To actively show a commitment to the Marketing Strategy.
21. To show an active commitment to Middlesbrough College's Equality and Diversity Policy, Quality Frameworks and Health and Safety Procedure.

22. To ensure that all information is secured, used and maintained in line with internal and external standards including ensuring that confidential information is processed in line with the Data Protection Act, GDPR and College policies.

23. To actively participate in continuous professional development including the introduction of new technologies.

24. To carry out such other appropriate duties commensurate with your skills, knowledge and experience.
25. 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

	1. Skills and Abilities

	Essential
	1.1
	Ability to work independently and take a lead on projects

	
	1.2
	Management of promotional events and campaigns for businesses

	
	1.3
	IT Literate: Microsoft Outlook, Word, Excel, Power Point, Web CMS systems

	
	1.4
	Driving licence and access to a car



	
	1.5
	Excellent written and verbal communication skills



	
	1.6
	Good organisation and planning skills



	
	1.7
	Excellent copy writing and proofreading skills


	Desirable
	1.8
	Experience of CRM systems and direct marketing communications

	
	1.9
	Experience of writing copy and planning monthly communications plans for social media

	
	2.0
	Experience of new website projects

	2. Qualifications & Training

	Essential
	2.1
	English and Maths GCSE at grade A* - C



	
	2.2
	A relevant Degree or CIM Diploma in Marketing/Digital Marketing or Communications

	
	2.3
	A commitment to undertake any mandatory training relevant to the role


	CATEGORY
	REF
	CRITERIA DESCRIPTION

	3. Attitude / Disposition

	Essential
	3.1
	Proactive and enthusiastic



	
	3.2
	Energetic and flexible



	
	3.3
	Good team worker and work independently



	
	3.4
	Commitment to quality of work with attention to detail

	
	3.5
	Commitment to continued personal development



	
	3.6
	To commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the College

	4. Knowledge & Experience

	Essential
	4.1
	Recent and relevant experience in a marketing and communications role

	
	4.2
	Proven experience of creating and implementing marketing communications plans

	
	4.3
	Knowledge of full marketing mix including sponsorships, events and advertising

	
	4.4
	Knowledge and understanding of social media and digital marketing

	
	4.5
	Knowledge of marketing within an international environment

	Desirable
	4.6
	Experience of marketing within a B2B or training environment

	
	4.7
	Knowledge of market research skills




	Contract Arrangements


Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	NSG Business Support, Full Time, Fixed Term (1 year) 

	

	2.
	Working week
	37 hours per week.

	

	3.
	Holiday
	30 days per annum, plus statutory bank holidays. You will be required to use up to 13 working days of your holiday entitlement on days when the organisation’s activities are suspended in the interests of efficiency, pro rata to hours worked.

(Holiday Year 1 January - 31 December)

	
	
	

	4.
	Period of Notice
	Two months.

	

	5.
	Salary Scales
	Business Support Scale 5/6, Points 20 - 25
Up to £25,348 per annum 

	

	6.
	Life Assurance
	Non-contributory Life Assurance Scheme.  

	

	7.
	Healthcare
	Non-contributory Healthcare Scheme.

	
	
	

	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rate is 5% of pensionable salary.  

	
	
	

	9.
	Sickness
	The Corporation’s Sickness Policy will apply and further information is available from the Human Resources Department on request.



	10.
	Probationary Period
	6 months.



	11.
	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 and Barring Service check and receipt of two satisfactory references.
Mission Statement





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











