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Job Description
Post:                                     Marketing & Communications Co-ordinator
Salary:                                 Scale 3 (Points 22 – 25) Starting Salary £23, 485

Hours:                                   37 Hours Per Week

Campus:                              City, Walsall & Telford

Responsible To:                   Head of Communications and Events

Responsible For:                 Student staff marketing team 
Description of Post
· To lead on the development and operational delivery of the Marketing and Communications activities. 
· To deliver relevant and engaging communications to our members regarding the diverse range of services and activities on offer.
· To build on relationships with key stakeholders internally and externally; (including within the University) and to raise our profile and reputation.
Main Duties & Responsibilities
1. To devise, develop and produce effective and relevant communications materials to engage student members in using UWSU services and promoting the opportunities available to them.

2. To play an active role through liaison with the Head of Communications and Events  in planning, promoting and delivering Union events
3. To support the work of the annually elected student officers, ensuring that all marketing campaigns are accessible, relevant and communicated effectively. 
4.  To support the coordination of the Union’s projects and campaigns, ensuring that all content follows a research, delivery and review process.
5. To liaise with core staff delivering services and activities within the Union to support a culture of team work and ensure that communication and promotional needs are met.
6. To develop a professional and attractive brand for the Union, providing guidance on implementation and use across a range of media. 
7. To ensure student staff receive support and guidance to produce high quality work to deadlines and fulfil creative brief requirements. 
8. To liaise with the Head  of Communications and Events on  the annually agreed budget for Marketing and Communications, supporting the annual budget process.
9.  To ensure that all Union digital channels are kept up to date with industry developments and trends, reviewing new media and technologies.
10. To support the Media Sales & External Relations Assistant with external communications that are in line with our brand values, including content and asset quality control. 
11. To ensure the Union’s marketing material is kept up-to-date within   the Union’s spaces, poster boards and noticeboards across campus. 

12. To line manage a team of student staff in the delivery of Marketing & Communications functions e.g. distribution and, web and graphic design, ensuring regular team meetings and 1-2-1s.
13. To liaise with University Marketing and Communications colleagues to increase collaboration and promotional opportunities.
14. To support the wider SU staff team on building the Union’s intelligence around student engagement perceptions and satisfaction using the marketing department’s resources and feedback.
15. To co-ordinate production of the Union’s annual impact report. 

16.  With the support of the Head of Communications and Events, ensure that all information communicated by the Union is accurate, relevant to members and follows professional practice and legislation.
17. To progress the functionality and aesthetic of the Union’s website to a point where it is continuously in keeping with the Union’s brand, easy to use, up-to-date and compares favorably against other Union websites. 
18. To actively source data and analytics to suggest improvements to student services, in accordance with the marketing plan.
19. To follow the Union’s financial procedures when purchasing services or goods, working within annually agreed budgets, monitoring spending levels and raising any concerns in a timely manner with your line manager.

20. To ensure that all Marketing and Communications fall in line with relevant policies and GDPR. 

General tasks and responsibilities
· To undertake development appropriate to the role including NUS and wider training opportunities. 
· To remain up to date with the UWSU’s policies and procedures and identify training needs in relation to these. 
· To adhere to the UWSU’s Health and Safety policy and procedures. 
· To prepare for and proactively engage in the performance review cycle with your line manager. 
· To attend appropriate internal and external meetings, as directed by your line manager. 
· To undertake such other duties as are agreed as being in keeping with the general nature of the job and its grade. 

Person Specification              

	You should be able to demonstrate the following in your 

application
	Essential
	Desirable
	Tested By

	QUALIFICATIONS
	
	
	

	Educated to degree level
	(
	
	AF

	Marketing/Communications or related educational or professional qualification
	(
	
	AF

	KNOWLEDGE AND EXPERIENCE
	
	
	

	At least 2 years’ experience in the field of marketing and communications
	(
	
	AF

	Knowledge of the student / HE market
	
	(
	AF/I

	Experience in line managing others
	(
	
	AF

	Experience of designing, delivering & managing effective communications strategies and campaigns with high levels of engagement and successful outcomes
	(
	
	AF/I

	Experience of writing press releases, coordinating PR activity and generating positive PR coverage 
	
	(
	AF/I

	Experience of writing copy for email and social media 
	(
	
	AF/I

	Experience of using web management systems to create and update content
	(
	
	AF/I

	Experience of social media management, programming and analysis tools.
	(
	
	AF/I

	Experience of using digital marketing platforms and Google Analytics/ SEO
	(
	
	AF/I

	Experience of working with digital software, such as Adobe Suite
	(
	
	AF/I

	Experience of coordinating and/or delivering  projects within  given timeframes and budgets
	(
	
	AF/I

	SKILLS AND ABILITIES
	
	
	

	Ability to present information clearly and concisely in writing or verbally, with excellent written and spoken English
	(
	
	AF/I

	Ability to establish strong working relationships with a wide range of individuals both within and outside the Students Union, to include the University, students, staff, clients and agencies
	(
	
	AF/I

	Information gathering and/or research skills
	(
	
	AF/I

	Ability to work using own initiative
	(
	
	AF/I

	Ability to lead and motivate a team of staff
	(
	
	AF/I

	Computer literacy (standard office software including spreadsheets) and typing skills
	(
	
	AF/I

	PERSONAL QUALITIES 
	
	
	

	Understanding of and a commitment to Equality of Opportunity
	(
	
	I

	Self-motivated
	(
	
	I

	Flexible
	(
	
	I

	Committed to continuously improving service delivery
	(
	
	I

	Customer focus
	(
	
	I

	Persistent & able to persuade others to meet your deadlines 
	(
	
	I

	Attention to detail
	(
	
	I


Tested by = method by which you will be asked to demonstrate you possess this quality
AF = Application Form

     I = Interview
