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Title: Marketing and Communications Officer 

Responsible to: Marketing and Admissions Manager 

Reporting to:   Marketing and Admissions Manager 
 
Grade: 6 
 
Contract Status: Permanent 
 
Hours of work:  Full Time (37 hours p/w)  
 
Date:  September 2018 

 
 

Role Summary: 

To support a professional marketing and communication service by co-ordinating 
and providing a range of operational marketing duties which enhances the profile 
and reputation of City College and attracts young people and adults to make an 
application to study at the College. 

To contribute to delivering the annual marketing plan by creating and managing 
events, campaigns, PR, social media, advertising and a variety of marketing 
materials. 
 
Key Responsibilities: 
 
• Contribute as a team member to the development and delivery of the annual 

marketing operational plan. 
 

• Take ownership and responsibility for coordinating workload with the 
marketing team and ensure all deadlines are met 
 

• Positively promote the College’s key messages through a range of online and 
offline marketing activities 
 

• Analyse and report on success of marketing campaigns 
 

• Develop and manage a creative social media plan – write and publish engaging 
social media content across relevant platforms, to suit a variety of audiences 

 
• Develop and maintain a creative PR plan – identify and create newsworthy 

opportunities, write press releases and coordinate press visits as required 
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• Provide copywriting, copy editing and proof reading services to support the 
production of a range of marketing materials and online content 
 

• Maintain the college website using the CMS system, ensuring content is kept 
up-to-date and accurate at all times 
 

• Liaise with external agencies as part of the maintenance and development of 
the College website 
 

• Create, deliver and monitor e-marketing campaigns for varying audiences 
 

• Coordinate and participate in events, evenings and promotional activities, held 
both on and off-site, as part of the marketing team and as required. Events are 
often during evenings, early mornings and weekends 
 

• Plan and participate in market research activities as required 
 

• Media planning, negotiation and buying as required 
 

• Raise purchase orders for the marketing team as required 
 
• Contribute to the development and implementation of the department quality 

improvement plan 
 
• Present the college in the best light at all times and ensure that all areas of 

personal activity comply with standards laid down by the college and relevant 
outside agencies 

 
• Undertake professional development and training to contribute to individual 

and College development as agreed through the College Performance Appraisal 
Scheme process 

 
• Carry out all duties with due regard to Health and Safety Regulations 
 
• Ensure compliance with the Financial Regulations of the College 

• Positively promote equality of opportunity for staff and students 

• Carry out other duties as may reasonably be required from time to time 
 
 
This job description is intended to provide a general guide to the duties and 
responsibilities of the post and aims to set this in the context of the framework 
within, which the post holder is expected to operate. 
 
This job description should not be viewed as a legal document not a set of 
conditions of service and it can be received at any time in light of the needs of 
City College.  
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Any amendments to the job description will be discussed with the line manager 
and post holder and subsequently confirmed in writing.  
 
This job description is correct at September 2018. It will be updated in 
consultation with the post holder as circumstances change.  
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PERSON SPECIFICATION: Marketing and Communications Officer  

 
 Essential  Desirable How Assessed 
Education, Qualification and Training  

GCSE A*-C/9-4 English and Maths X  Application and 
Certificates 

Educated to at least Level 3 (such as A-Levels, NVQ or 
Diploma at Level 3) X  Application and 

Certificates 
Relevant Marketing or Digital Communications Degree 
and/or CIM qualification  X Application and 

Certificates 
Experience  

Creating engaging content for online and offline media X  Application and 
Interview 

Use of social media scheduling tools to assist with 
creating, monitoring and reporting on marketing 
campaigns 

 X Application and 
Interview 

Excellent IT skills including working knowledge of MS 
Office – Word, Excel and PowerPoint X  Application and 

Interview 

Working with web content management systems (CMS)  X Application and 
Interview 

Coordinating and managing a variety of events  X Application and 
Interview 

Ability to write structured and creative press releases  X Application and 
Interview 

Creating and delivering email marketing campaigns  X Application and 
Interview 

Monitoring and evaluating online marketing campaign 
successes  X Application and 

Interview 

Photography  X Application and 
Interview 

Knowledge and awareness  

Interpreting and applying a marketing brief X  Application and 
Interview 

Strong understanding of the range of social media 
channels X  Application and 

Interview 
Google analytic tools for interpreting and reporting on 
website statistics  X Application and 

Interview 
Ensuring customer experiences meet or exceed 
expectations at events X  Application and 

Interview 

Understanding of College values X  Application and 
Interview 

Understanding of data protection X  Application and 
Interview 

Skills  

Excellent copywriting and copy-editing skills X  Application and 
Interview 
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Excellent communication skills at all levels X  Application and 
Interview 

Attention to detail and proof reading X  Application and 
Interview 

Excellent admin and organisational skills X  Application and 
Interview 

Ability to work under pressure, balancing conflicting 
priorities whilst managing your own workload X  Application and 

Interview 
Ability to take ownership of issues and problems and 
work to find an appropriate solution X  Application and 

Interview 

Multi-tasking in an extremely busy environment X  Application and 
Interview 

Ability to understand key markets and how to target 
them effectively X  Application and 

Interview 
Sound project management with proven track record in 
meeting deadlines X  

Application and 
Interview 

Ability to work with people of all levels both inside and 
outside of the organisation X  Application and 

Interview 

Negotiation skills (e.g. with advertisers, printers) X  Application and 
Interview 

Good team working skills X  Application and 
Interview 

Attitudes and Attributes  
Creative  X  Interview 
Logical X  Interview 

Self-motivated X  Interview 
Willing to take ownership of workload X  Interview 
Willing to work evenings and weekends as and when 
required X  Interview 
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