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JOB DESCRIPTION


	JOB TITLE:
	Marketing Co-ordinator

	
	

	REPORTS TO:
	Marketing Manager

	
	

	RESPONSIBLE FOR:
	N/A

	
	

	AREA:

GRADE/SALARY:
	Marketing 

Scale 5  - £21,426 - £23,484




OUR VISION

“Unlocking potential, fostering success” 

Through its innovative approach to learning and exceptional engagement with business, The Trafford College Group prepares learners for success in work and life. 

OUR VALUES

Bold -Be bold in all that we do, pushing the boundaries to ensure that our staff and learners reach their full potential.

Ambitious - Be ambitious for ourselves and our learners. Set high expectations and standards and strive to achieve excellence in all that we do.

Respect - Appreciate your own strengths whilst demonstrating respect for others, treating people with thoughtfulness, dignity and an open mind.

Collaborate and Teamwork - Share ideas, encourage each other to succeed and work together in a supportive environment to achieve our goals. 

Professional - Be honest, reliable and polite to create a positive image of the College while demonstrating the highest standards of work.


JOB PURPOSE:

Provide support to implement the Trafford College Group’s Marketing Strategy and be the lead on delivering college recruitment campaigns and events.


KEY ACCOUNTABILITIES:

1. Managing the marketing activity budget set by the Marketing Director in relation to specified recruitment campaigns and events

2. Effective briefing and management of marketing agencies / suppliers in relation to recruitment campaigns including ‘keep warm’.

3. Leading the co-ordination and delivery of recruitment events both internal and external

4. Ensuring all recruitment data is collected, used and stored in a manner that is GDPR compliant


KEY AREAS OF RESPONSIBILITY: 
1. Support the Marketing Manager in, delivering and implementing integrated marketing plans to support the marketing activity of the Trafford College Group including: student recruitment, alumni, and events-related activity.
2. Support the Marketing Manager in managing student enquiry, application and conversion activity and campaigns to ensure recruitment targets and strategic objectives are met.
3. Maintain and develop an up-to-date library of course fact sheets, for use in online and offline marketing communications.
4. Support the Marketing Manager in the planning, promotion and execution of internal and external events. 
5. Represent The Trafford College Group at events student presentations and other recruitment events including Open Days, producing relevant marketing collateral to support these events.
6. Support the Digital Marketing Executives in the production of promotional materials and internal/external communications
7. Supporting the Marketing Manager in planning and maintain the marketing calendar to ensure effective planning for specified markets
8. Support the Digital Marketing Executives in producing the staff newsletter.
9. Maintain a database of enquirers and potential customers/agencies.
10. Undertake research and produce reports to inform marketing and curriculum planning.
11. Embed College values internally and externally into all communication methods.
12. Plan and implement the distribution of College publicity materials in appropriate venues to ensure consistent local awareness.
13. Maintain the marketing ‘priorities list’.

Equality and Diversity:

1. It is the responsibility of the post holder to promote equality and diversity throughout the Group.

1. The post holder will undertake their duties in full accordance with the Group’s policies and procedures relating to equal opportunity and diversity.

Health and Safety:

1. To promote health, safety and welfare throughout the Trafford College Group

1. To undertake their duties and responsibilities in full accordance with Trafford College Group’s Health and Safety Policy and Procedures.

Safeguarding Children and Vulnerable Adults:

1. It is the responsibility of the post holder to commit to safeguarding and promoting the welfare of children and vulnerable adults within the Group.

1. The post holder will undertake their duties in full accordance with the Group’s policies and procedures relating to safeguarding and promoting the welfare of children and vulnerable adults, e.g. dealing with learner issues i.e. safeguarding and referring on to specialist staff. 

1. This position is subject to an enhanced criminal records check from the Disclosure & Barring Service (DBS) and will be subject to satisfactory clearance of this check. 

1. If this position is classed as Regulated Activity, it is subject to an Adult & Child barring check. 

Review

The details contained in this job description, particularly the principal accountabilities, reflect the content of the job at the date the job description was prepared.  It should be remembered, however, that over time, the nature of individual jobs will inevitably change; existing duties may be lost and other duties may be gained without changing the general character of the duties of the level of responsibility entailed.  Consequently, the Corporation will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.










































PERSON SPECIFICATION – Marketing Co-ordinator


	Attributes
	Essential
	Desirable

	Values and Behaviours

	Bold -Be bold in all that we do, pushing the boundaries to ensure that our staff and learners reach their full potential.
	
	

	Ambitious - Be ambitious for ourselves and our learners. Set high expectations and standards and strive to achieve excellence in all that we do.
	
	

	Respect - Appreciate your own strengths whilst demonstrating respect for others, treating people with thoughtfulness, dignity and an open mind.
	
	

	Collaborate and Teamwork - Share ideas, encourage each other to succeed and work together in a supportive environment to achieve our goals. 
	
	

	Professional - Be honest, reliable and polite to create a positive image of the College while demonstrating the highest standards of work.
	
	

	Qualifications

	 A level 3 qualification in Business / Marketing 

	· 
	

	Experience, Knowledge and Skills

	Experience in a Marketing role and evidence of working on a wide range of creative marketing briefs e.g. events, brochures, online, etc. in a customer-focused environment. 
	· 
	

	Experience of managing events – supporting both external events representing an organisation and planning and ensuring effective delivery of internal events
	
	

	Advanced copy-writing and proof reading skills and experience of writing for different audience groups
	
	

	Experience in public speaking, leading on meetings. Experience delivering presentations to different audience groups is desirable.
	
	

	Experience of working with various online mediums to support the development of online communications for different customer groups
	· 
	

	Be able to work under pressure, balancing multiple projects and deadlines
	
	

	Experience of building relationships with different internal and external partners, etc. to help improve communications, maximise opportunities, and promote the college brand
	· 
	

	The ability to identify and understand the needs of different customers
	· 
	

	Adopt a positive and enthusiastic approach to work, with a customer-focused attitude
	· 
	

	Experience of working with networked personal computers and a range of MS windows applications.
	· 
	

	Possess effective oral and written communication skills and be a confident speaker
	· 
	

	Be a proactive and motivated team player

	· 
	

	Be innovative and creative with ideas and brainstorming 
	· 
	

	Possess the ability to work on own initiative and to prioritise and organise own workload
	· 
	

	An ability and willingness to travel to venues as required 

	· 
	

	Be committed to personal professional development
	· 
	

	Be committed to equal opportunities, customer care and quality improvement
	
	

	A commitment to safeguarding and the protection of children 
	
	



