____________________________________________________________________
MOULTON COLLEGE – JOB DESCRIPTION
____________________________________________________________________

Job Title:		Marketing Assistant (Fixed Term Contract)

Department:		Marketing	

Hours:	37 hours per week, 52 weeks per year. Standard hours are 8.30am – 4.30pm with 30 minute break for lunch.  Early morning, evening and weekend working will be required when business needs demand.

Responsible to:	Head of Marketing & Communications

Reports:		n/a	

Salary / Scale:	Professional Services Pay Spine - Band 6 Point 23 (£24,487 per annum) 

Date of Issue:	March 2026

Organisation Chart: 	
Head of Marketing & Communications




Marketing Assistant
Schools & Young Persons Liaison Officer

Marketing Business Partner


Marketing Business Partner

Marketing Business Partner



1.0 Aims and Purpose of the Post

1.1. To contribute to the delivery of a quality marketing service to Moulton College
1.2. To work with the Marketing Business Partner to generate, collate and schedule exciting and engaging content for social media channels and the College website
1.3. To support the Head of Marketing & Communications and Marketing Business Partners to deliver impactful campaigns across all aspects of the College operations.
1.4. To contribute to the delivery of safe, successful and impactful events to ensure that stakeholders receive a positive impression of the College

2.0 Specific Responsibilities

2.1 To be the first point of contact for all telephone and face-to-face enquiries in marketing office
2.2 To use the website CMS to update content as directed by the Head of Marketing & Communications and the Marketing Business Partner 
2.3 To create campaign elements to support the achievement of the Marketing Team KPIs and objectives (for example graphics, images, templated emails) 
2.4 To help organise and participate in internal and external events, including Open Days, Transition Days and public events
2.5 To source and order promotional give-aways, monitoring stock, preparing materials for events and loaning out materials to other departments
2.6 To manage the photography and case study library including filing of appropriate consents
2.7 To coordinate and oversee the creation of photography for use in marketing collateral and online
2.8 To manage requests for business cards by other departments
2.9 To provide cover for School events such as careers fairs as required
2.10 To source competitive quotations, liaising with suppliers to secure the best possible deal and then raise Purchase Requisitions on the APTOS system
2.11 To maintain and update the budget spend / campaign record sheets
2.12 To work with the Marketing Business Partners to plan and deliver engaging content for the College’s social media channels
2.13 To promote and adhere to the College’s Safeguarding Policies and Procedures.
2.14 To promote and adhere to the College’s Health & Safety Policies and Procedures.
2.15 To manage student conduct in accordance with College policies.
2.16 To 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.
2.17 The active promotion of and commitment to best practice in equity, diversity & inclusion. 
2.18 To always contribute and demonstrate fully and the positive promotion and role modelling of the College core values, generic competencies and professional behaviours expected of all staff employed by Moulton College.
2.19 To 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*
33 days holiday (inc bank/public holidays)**		Enhanced Maternity & Paternity Benefits*
Discounted On-site Gym Membership available	Free on-site parking
Cycle to Work Scheme*				10% discount on College courses
High Street Discounts					Wellbeing programme			
Opportunity for an annual Volunteering day 		Subsidised catering

(** = 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 EQUITY, DIVERSITY & INCLUSION




	Person Specification – Marketing Assistant




	
	Essential
	Desirable

	Qualifications
	
	

	Minimum of five GCSEs at grade 4 (C) or above, to include Maths and English Language (or equivalent)
	X
	

	Level 3 (A-Level or BTEC equivalent) qualification in marketing, business, design or media
	X
	

	Experience & knowledge
	
	

	[bookmark: _Hlk159591418]Experience of delivering a good customer service 
	X
	

	Experience of generating and posting social media content across different platforms
	
	X

	Experience of working to deadlines and managing multiple tasks at once 
	X
	

	Experience of working as a team to deliver KPIs 
	X
	

	Experience of working under own initiative with minimal supervision
	X
	

	Ability/ Skills
	
	

	Ability to communicate effectively with people at different levels in the organisation
	X
	

	Good language skills including grammar
	X
	

	Strong attention to detail
	X
	

	Ability to use a website CMS to update content including uploading of imagery and file assets as required
	
	X

	Ability to create graphics and content using Canva or Adobe
	
	X

	Ability to plan out activities needed to deliver on a task or event and monitor progress against this plan.
	X
	

	Confident user of IT especially Excel and Word
	X
	

	Personal Attributes
	
	

	Excellent communication skills – ability to communicate to all levels 
	X
	

	A willingness to learn new skills and a desire for continuous improvement in order to deliver the best possible service 
	X
	

	Creative and innovative, able to come up with new ideas and suggestions and articulate these ideas to others
	X
	

	Strong team player
	X
	

	Professional and personable, able to speak confidently to groups of people (eg Open Events and School Careers Fairs)
	X
	

	High energy and self-motivated.
	X
	

	Flexible employee who is willing to work outside normal hours for events as required.
	X
	

	Commitment to actioning plans to positive outcomes to achieve desired results.
	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. 

