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Job Description

	Directorate
	People, Organisational Development and Culture 

	Department
	Marketing and Admissions

	Section
	

	Job Title:
	Head of Marketing and Admissions 

	Grade:
	Salary up to £48,000 per annum (dependent on experience)

	Reports To:
	Vice Principal (People, Organisational Development & Culture)

	Responsible For:
	College Marketing Team, College Admissions Coordinator and Customer Services Team 

	Principal Accountabilities:
To deliver first-class marketing services to drive and support learner attraction and recruitment, enhance reputation and profile, and proactively contribute to the strategic performance of the College.
To be accountable for developing the marketing strategy and implementing marketing plans for the effective delivery and measurement of all marketing activity across the College.

To manage the Marketing and Admissions Team to ensure that staff meet college objectives and provide an effective and efficient service to managers and staff on all related activity.



	Key Tasks:

Work with College managers, staff and external people where relevant, to provide them with expert guidance and support on a range of marketing and admissions activities (including policies and procedures) to maximise learner recruitment opportunities for all areas of the College.

Develop and executing a marketing strategy and operational plan for the College to support learner attraction, recruitment, and to enhance and protect organisational reputation.
Prepare reports, gather data, present findings and provide support and advice to the Principal ship Team and the wider College Management Team on aspects relating to the Marketing and Admissions function, highlighting trends and variances and potential impact on the business.

Ensure engagement with applicants at every stage of the admissions process through on-going communication and personal involvement in events in a timely and accurate manner, supported by clear and accurate reporting and key trend data highlighting key actions required in relation to marketing activity.

Work collaboratively with colleagues across the college, to ensure that the enrolling of students is effective and seamless, with all relevant information available, and determined processes consistently adhered to.
Oversee all press and media relations to help maximise exposure and fully exploit promotional

opportunities and uphold the reputation of the organisation by dealing with any issues in a

timely and professional manner.
Develop and maintain an influential brand for Hugh Baird College and its individual brands through a range of marketing methods and through the service of the customer facing staff within the team.

Manage ongoing relationships with curriculum and support teams and provide them with marketing advice, ensuring that all activities work towards the strategic objectives of the college.

Manage the continual development of an on-line presence including the development of social media,

college website updates and development, external website information and ensure best search engine optimisation.
Work with external design, print, advertising and data suppliers to manage the production of literature, promotional goods and advertising reflecting value for money, including management of the tender process for larger works.

Manage the production of marketing materials, activities, events and displays required by specific departments. 

Manage and monitor the department budget allocation, identify variances and take appropriate action as necessary for ensure financial obligations are achieved.
Monitor marketing trends throughout the college offer providing timely information to Principal ship team as required, highlighting awareness of competitor offers and potential implications to the college business, together with proposed proactive actions.

Constantly review and evaluate marketing projects, exploring creative new activities to enhance recruitment.

Manage and attend large scale college events, ensuring that PR of events is maximised, key people are invited and events are highly professional.
Manage staff within a designated area undertaking recruitment & selection, induction, probation and performance management processes, as required.


	Special Features:

Requirement to work flexible hours including evenings as required.   

	Miscellaneous:

You have a legal duty, so far as is reasonably practical, to ensure that you do not endanger yourself or anyone else by your acts or omissions. In addition you must cooperate with the College on health and safety matters and must not interfere or misuse anything provided for health, safety and welfare purposes.
You are responsible for applying the College’s Equal Opportunities Policy in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own areas of work.

You are required to participate with the Appraisal process, engaging in the setting of objectives in order to assist in the monitoring of performance and the achievement of personal development.
Such other relevant duties commensurate with the post as may be assigned by your Manager in agreement with you. Such agreement should not be unreasonably withheld.



	Review:

This is a description of the job as it is presently constituted. It may be reviewed and updated from time to time to ensure it accurately reflects the job required to be performed, or to incorporate proposed changes. 
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Person Specification

	Job Title:
	Head of Marketing and Admissions 

	Directorate
	People, Organisational Development and Culture

	Department
	Marketing and Admissions

	Section
	

	In order to be short-listed you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible.  Where we have a large number of applications that meet all of the essential criteria, we will use the desirable criteria to produce the shortlist.

All disabled candidates who meet the minimum essential criteria will be included on the shortlist.


	Attributes
	Item
	Relevant Criteria
	How Identified
	Essential/

Desirable

	1 
	Skills & Abilities
	1.1
1.2

1.3

1.4

1.5

1.6
	Ability to lead, manage and motivate staff to achieve the highest level of quality and performance
Excellent oral communication and inter-personal skills in order to work effectively with students and staff.

Professional, enthusiastic and positive with the ability to stay calm under pressure and use own initiative.

Ability to determine priorities and make decisions, supported by excellent organisational skills.
Competent in the use of Microsoft Word, Excel, Outlook and Powerpoint, or equivalent packages and ability to access and analysing data from a computerised management information system
Ability to lead and manage change
	A

I

I

A/I

A/I

I
	E

E

E

E

E

E

	2
	General & Special Knowledge
	2.1
2.2
	An understanding of the challenges presently facing the post 16 educational sector
Evidential knowledge and experience of the fundamentals of user-centric marketing
	A/P
A/I/P
	E

E

	3
	Education & Training
	3.1
3.2

3.3

3.4
	5 GCSEs A*-C, including English Language and Mathematics.
A relevant degree, degree equivalent or other appropriate qualification plus evidence of continued professional development
Membership of an appropriate professional marketing institution (e.g. CIM)
A Level 5 Marketing Qualification
	A/C

A/C

A/C

A/C
	E

E

D

D



	4
	Relevant Experience
	4.1
4.2

4.3

4.4

4.5

4.6


	Relevant experience of working within a Marketing and Admissions in an FE College.
Substantial experience of working as a marketer for a large company operating with a multi-million-pound turnover.

Substantial experience of producing and implementing annual marketing plans and strategies.
Ability to develop innovative and creative marketing materials/ strategies.

Wide experience of working with a range of media including digital technology.

Experience of managing a large budget.

	A

A

I

I/P

I 

I
	D
E
E

E

E

E

	Key:
	How Identified
	A
	Application

	
	
	I
	Interview

	
	
	T
	Test

	
	
	C
	Copy of Certificates


