____________________________________________________________________
MOULTON COLLEGE – JOB DESCRIPTION
____________________________________________________________________

Job Title:		Marketing Business Partner (Maternity Cover)

Department:		Marketing	

Hours:	24 hours per week (0.64 FTE). Weekend and evening working may be required when business needs demand. 

Responsible to:	Head of Marketing & Communications

Reports:		N/A

Salary / Scale:	Professional Staff Spine - Band 8 £18,286.72 - £20,029.34 per annum (pro rata to £28,192.00 - £30,879.00 for a full time equivalent post)

Date of Issue:	November, 2025

Organisation Chart 
Head of Marketing & Communications



Young Persons Liaison Officer

Marketing Business Partner


Schools & Young Persons Liaison Officer
Marketing Business Partner

______________________________________________________________________

1.0 Aims and Purpose of the Post

1.1 Responsibility for Specific Subject Areas: Oversee marketing activities for designated subject areas, ensuring tailored strategies and content. Work closely with allocated subject teams to generate content and deliver campaign collateral.

1.2 Develop and implement effective marketing campaigns building on the corporate marketing strategy and plan devised by the Head of Marketing.

1.3 Create engaging content for social media and the College website.

1.4 Manage and report on digital marketing campaigns.

1.5 Coordinate events to create positive impressions of the College.

1.6 Manage small to medium-sized marketing projects.

1.7	Deputise for the Head of Marketing & Communications if required.




2.0 Specific Responsibilities

2.1 Website Management: Maintain CMS, optimise SEO, liaise with external providers, and ensure content accuracy for specific subject areas by working with curriculum colleagues including Heads and tutors. Report on key website metrics to inform improvements to user experience.

2.2 Social Media: Create and manage content, develop engagement strategies, and produce monthly reports, focusing on designated subject areas.

2.3 Email, E-Survey, and Text Campaigns: Plan and execute campaigns, organise surveys, and develop dynamic content for specific subject areas.

2.4 Digital Advertising: Set up and report on digital ad campaigns including PPC, with a focus on designated subject areas.

2.5 Event Co-ordination: Organize and participate in internal and external events as directed by the Head of Marketing & Communications.

2.6 Promotional Materials: Source and order promotional items, manage stock, and prepare materials for specific subject areas.

2.7 Photography, videography and Case Studies: Manage the library and coordinate photography, focusing on designated subject areas including current students, alumni and relevant employer partners.

2.8 School Events: Provide cover for careers fairs if required.

2.9 Staff Intranet: Assist in updating the marketing section and promoting the work of the marketing team within the College community.

2.10 Supplier Liaison: Source quotations and raise purchase requisitions for marketing activities and goods required for relevant subject areas, including updating budget spend records.

2.11 Other Responsibilities: Train staff, and collaborate on marketing activities for specific subject areas. 

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

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

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 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 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.

2.19 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 school other than that to which they were originally appointed.


[bookmark: _Hlk182171062]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

(* Subject to conditions / ** 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;………………………………
			Employee

	
POSITIVELY PROMOTING EQUITY, DIVERSITY & INCLUSION






	Person Specification – Marketing Business Partner 




	
	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 marketing plans including digital channels.
	
	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 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 and 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 and Immigration Service Website
