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Job Description 
Job Title:


Corporate Marketing Co-ordinator 
Responsible to:

Head of the Business Development Unit 
Job Purpose:
To provide a comprehensive marketing service for business and community development.  To coordinate B2B marketing activities, materials and media for the College.
Principal Responsibilities
1. To provide a comprehensive marketing service for business and community development; 

2. To produce information for online and print material including press releases;

3. To liaise with advertisers, book adverts and merchandise suppliers ensuring value for money and maximum return on investment;
4. To organise the co-ordination and running of business and community related events in conjunction with the BDU (Business Development Unit) team and SFG (Skills for Growth) project team, incorporating a review and publicity campaign relating to the events undertaken;
5. To capture images for use with marketing and promotion of events and activities;

6. To maintain and keep the internal SharePoint BDU site up to date;

7. To maintain and update the various business related websites under the control of the BDU;
8. To produce high quality professional marketing documentation on demand, using a variety of software packages;
9. To maintain and update the BDU social media platforms and monitor the data for future planning;

10. To create and maintain the BDU marketing plan and feed into the employer engagement and marketing strategy for the unit;
11. To support the team with IT systems and monitor social media and digital platforms; 
12. To maintain the departmental marketing budget, ensuring value for money is obtained and costs do not exceed the annual budget amount;
13. To produce reports for the Head of the Business Development Unit, providing updates on marketing activities and data analysis;

14. To maintain a record of B2B networking and sponsorship activities undertaken by the College and monitor return on investment and budget planning for the year ahead;

15. To update and maintain the marketing activities on the Colleges CRM system, including ensuring campaign planning activity is recorded and maintained;

16. To liaise with the wider College Marketing function to support marketing and communication of BDU and community development activities;

College Responsibilities

17. To actively promote the Diversity agenda within the College;
18. To promote and ensure safe working practices in line with Health and Safety requirements;

19. To take an active part in all College quality systems; 
20. To contribute to and represent the overall visions and values of the College;
21. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 
22. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance;
23. To adhere to all College policies and procedures;
24. To undertake professional development as required; and
25. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resources Director which may lead to revisions in light of the operational requirements of the College.
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