____________________________________________________________________
MOULTON COLLEGE – JOB DESCRIPTION

____________________________________________________________________
Job Title:

Digital Marketing Executive 
Department:

Marketing
Hours:
37.5 hours per week. Weekend and evening working will be required when business needs demand.
Responsible to:
Marketing Manager
Salary / Scale:
Business Support Band 8 (£25,675.00 - £28,123.00 per annum)
Date of Issue:
September, 2022

Organisation Chart 




____________________________________________________________________

1.0 Aims and Purpose of the Post
1.1 Develop strong and innovative digital marketing strategies using SEO, PPC and other techniques to drive traffic to the College website, generate interest in the College and drive student applications.

1.2 Create engaging written, graphic, video and audio content and be responsible for the College’s social media channels and the College website.

1.3 Develop, manage, measure and report digital marketing campaigns, assessing against goals (ROI and KPIs).
1.4 Monitor competitor and market trends / technology developments to inform campaigns and follow best practice.

1.5 Champion digital across the College to drive forward digitalisation of our brand and profile.
1.6 Oversee, develop and maintain the college website – including writing content, maintaining images and updating social media links.
1.7 To create engaging digital and social content including but not limited to graphics, videos, blogs, vlogs, digital course guides and podcasts.
1.8 To deputise for the Marketing Manager when required.
2.0 Specific Responsibilities
2.1 Website
2.1.1 Manage and maintain the CMS and content for all curriculum areas including identifying those sections which are ‘dated’ and recommending replacement content
2.1.2 Manage search engine optimisation to ensure that the College’s website performs well in search rankings and has a strong online brand presence.
2.1.3 Liaise with external website provider to deliver improvements to the website to improve the usability, design, content and conversion of the website, optimising user experience and conversion.
2.1.4 Work with curriculum colleagues to enhance and improve the course content to give the best possible information and data to prospective students.
2.1.5 Ensure that all courses contain comprehensive and current information including case studies and staff profiles where available.
2.1.6 Be the first point of contact for all enquiries relation to website content. Lead on liaising with relevant staff teams to ensure the web content is accurate and provides sufficient information to drive recruitment. 
2.1.7 Set up and manage event registrations including the delivery of accurate and timely communications to inform event attendees.
2.1.8 Manage and report on google analytics and other analytical tools, identifying key metrics and use these to inform future campaign strategy.
2.2 Social Media
2.2.1 Responsible for the day-to-day creation, drafting, design and posting of social media content.
2.2.2 Help develop and implement content and engagement strategies for the College.
2.2.3 Actively encourage staff across the College to engage in meaningful content for social media.
2.2.4 Monitor and respond to messages and posts on social media in accordance with College policy and guidelines.
2.2.5 Contribute to and then oversee the social media strategy.
2.2.6 Produce monthly reports on digital and social media activity, measured against KPIs. 
2.2.7 Manage and optimise organic and paid for advertising across multiple platforms including YouTube and TikTok.
2.3 Email, E-Survey and Text campaigns
2.3.1 Communicate key messages via e mail and text services including but not limited to open event communications and transition events.
2.3.2 Co-ordinate and execute regular email marketing campaigns to raise brand awareness and keep students, applicants and parents engaged.
2.3.3 Organise e-surveys and co-ordinate results as and when required.
2.3.4 Deliver an email marketing plan in line with the marketing and promotional calendar.

2.3.5 Develop and optimise dynamic content and personalisation.
2.4 Digital advertising

2.4.1 Set up, monitor, evaluate and report on the performance of digital advertising campaigns including but not limited to Google Adwords, YouTube, Remarketing advertisements.


2.5 Other responsibilities 

2.5.1 Produce graphics, video and audio collateral for the website and social media, or manage the production of these by external agencies.
2.5.2 Produce best practice guides and procedures relating to online and digital marketing, training other staff in best practice using digital platforms. 
2.5.3 Collaborate with cross-college colleagues to organise photography shoots to generate collateral to support marketing activities.
2.5.4 Regularly work with staff across the College to coordinate all social media activity, building strong relationships to identify opportunities to build student-led content and improve overall digital campaign performance. 
2.5.5 Encourage colleagues become actively engaged in content development and support the Marketing Manager to develop a marketing ethos across the College, adding value through the customer journey from enquiry, to ‘keeping warm’, overall customer experience, cross-selling and student retention and progression.
2.5.6 Lead on identifying and taking forward new and innovative digital trends which could increase user engagement. 

2.5.7 Represent the College at external networks and meetings, collaborating on marketing and recruitment activity with partner organisations as required. 

2.5.8 Collaborate with marketing colleagues to ensure activities are joined up to maximise impact and optimise user journeys. 

2.6 General staff responsibilities

2.6.1 To promote and adhere to the College’s Safeguarding Policies and Procedures
2.6.2 To promote and adhere to the College’s Health & Safety Policies and Procedures

2.6.3 To manage student conduct in accordance with College policies.
2.6.4 To promote and adhere to policies and procedures relating to Health & Safety
2.6.5 To promote and adhere to policies and procedures relating to Safeguarding.
2.6.6 To attend meetings, College Open Days, courses, etc., considered to be of benefit to the team, the College and the individual.

2.6.7 To represent and engage with relevant regional marketing groups and forums to bring value and knowledge back to the College environment.
2.6.8 Promote the welfare of young people and vulnerable groups in all aspects of College life and to ensure safeguarding arrangements are adhered to at all times. 
2.6.9 The active promotion of and commitment to best practice in equality, diversity & inclusion. 
2.6.10 Contribute and demonstrate fully and at all times the positive promotion and role modelling of the College core values, generic competencies and professional behaviours expected of all staff employed by Moulton College.
2.6.11 Undertake any other duties as required by the Principal and as may be reasonably     expected commensurate with the post. This may include either the temporary or permanent re-deployment to an equivalent grade of post within the organisation.

This job specification represents the major tasks to be carried out by the post holder and identifies the level of responsibility at which the post holder will be required to work.   In the interests of effective working the major tasks may be reviewed from time to time to reflect the changing needs and circumstances.  Such reviews and any subsequent changes will be carried out in consultation with the post holder.  All members of staff are appointed to the College as a whole and may reasonably be asked to undertake similar or related duties in an operational area or faculty other than that to which they were originally appointed.
Core Benefits;

Local Government Pension Scheme


Health Cash Plan (subject to conditions)

33 days holiday (inc bank/public holidays)**

10% discount on College courses

On-site Gym





Free onsite parking

Subsidised catering




Cycle to work scheme






**(Pro-rata for part time)

I confirm my acceptance of the role as outlined above and agree to apply myself fully to the responsibilities of the post.

Signed (Employee);………………………………

Date;………………………………

	POSITIVELY PROMOTING EQUALITY, DIVERSITY & INCLUSION



	Person Specification – Digital Marketing Executive



	
	Essential
	Desirable

	Qualifications
	
	

	Educated to degree level or equivalent preferably in marketing or communications
	X
	

	Minimum of grade C in GCSE Maths and English Language (or equivalent)
	X
	

	Commitment to and evidence of CPD
	
	X

	Experience & knowledge
	
	

	Proven marketing experience in a multidisciplinary environment

	X
	

	Experience of writing digital marketing plans.
	
	X

	Experience of managing websites – use of CMS
	X
	

	Experience of copywriting for a range of audiences
	X
	

	Experience of writing briefs – e.g to agencies
	
	X

	Experience of managing numerous social media accounts
	X
	

	Experience of working with partners
	X
	

	Experience of online user experience 
	X
	

	Experience of measuring and delivering performance against targets 
	X
	

	Experience of generating and managing social media advertising
	X
	

	Experience of working in the education sector
	
	X

	Experience of Google Adwords and Google Analytics
	X
	

	Skills / Ability
	
	

	Ability to build effective professional relationships 
	X
	

	Possess strong “self-starting” skills
	X
	

	Ability to identify priorities and work to strict deadlines.
	X
	

	Ability to write proposals, correspondence and reports 
	X
	

	Ability to present effectively information and respond to questions 
	X
	

	Ability to write creatively and with flair
	X
	

	Ability to operate standard software packages (Eg MS Word, Excel, PowerPoint) 
	X
	

	Ability to create and edit imagery, audio and video content using software (Eg Adobe Creative Cloud including Adobe InDesign, Premier Pro and Photoshop, and Canva)
	X
	

	Able to maintain total confidentiality 
	X
	

	Excellent  interpersonal and written and verbal communication skills
	X
	

	Ability to manage different stakeholder expectations to achieve a positive outcome for all parties.
	X
	

	Strong organisational and administrative skills 
	X
	

	Demonstrates a genuine customer centric approach 
	X
	

	Team player 
	X
	

	Personal Attributes
	
	

	Evidence of ability to learn successfully from past experience to improve future performance
	X
	

	Evidence of ability to improve customer satisfaction
	X
	

	Full driving licence
	X
	

	Safeguarding
	
	

	Satisfactory enhanced DBS disclosure 
	X
	

	Ability to display awareness, understanding and commitment to the protection and safeguarding of children and young vulnerable adults.
	X
	

	Commitment to policies on child protection, health and safety, confidentiality, student behaviour / discipline and equal opportunities
	X
	


NOTE;

All candidates will be asked for proof of their eligibility to work in the UK during the interview and selection process. Tier 2 Certificates of Sponsorship are restricted by the UK Visas & Immigration Service and the position advertised above is unlikely to qualify for sponsorship. We are therefore unable to consider applications from candidates requiring Tier 2 immigration status to work in the UK at this time. For further information please visit the UK Visas & Immigration Service Website. 
Principal





Marketing Manager





Marketing Apprentice / Assistant








Digital Marketing Executive








