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JOB DESCRIPTION 

	JOB TITLE:

Department:

Grade:

Directly responsible to:

Directly responsible for:
	Digital Marketing Coordinator 
Marketing

SO1
Marketing and Corporate Communications Manager

Graphic Designer



	PURPOSE OF JOB: 

To manage the College's online marketing channels including the website, social media, email and online campaigns. 

To support the Marketing Team with:

· Marketing promotional campaigns
· Graphics services

· Events

· General administrative and organisational support




	MAIN RESPONSIBILITIES AND DUTIES:

1. To effectively manage and maintain the College's website, editing existing and uploading new content, including landing pages.
2. To manage search engine optimisation to ensure that the College website performs well in search rankings and has a strong online brand presence. This would include liaising with external stakeholders to build web links and work to strengthen partnerships through social sharing.
3. To use HTML as necessary to display content effectively.

4. To keep abreast of online technology and implement new areas/functionality/features on sites. To liaise with external agencies and resources to determine best practice.

5. To use user experience knowledge, tools and testing to ensure the online customer journey is clear and simple to complete.

6. To manage Google Analytics in order to monitor and evaluate the success of web campaigns/pages. To produce website KPI reports when required.
7. To plan, develop and implement a digital marketing strategy for the College, working closely with the Marketing & Communications Manager and external agencies to ensure this supports the strategic objectives of the Marketing Team and the College.

8. To help to develop and implement content and engagement strategies for the College.

9. To coordinate and schedule Facebook advertising campaigns and other web and pay per click campaigns to generate leads.

10. To work with the Graphic Designer to ensure all email content is suitably coded and tracked, and to monitor success. To help to manage split-testing of emails and minimize unsubscribe rates. To help to ensure customers can easily subscribe to emails via website forms.
11. To help to manage split-testing of emails, maximising of inbox deliverability and minimizing unsubscribe rates. To help to ensure customers can easily subscribe to emails via website forms.

12. To produce graphics for the website, or to manage the production of these by the Graphic Designer or Graphic Design Assistant.
13. To liaise with external organisations and to arrange meetings as appropriate.

14. To answer internal and external enquiries courteously and efficiently.

15. To perform any other duties commensurate with the grade of the post as required.

16. The post holder will be expected to work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Corporation.

17. To undertake such other duties as may be required by the Principal commensurate with the grade and nature of the post.

18. The post holder will be expected to comply with any rules and regulations, which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.

19. In carrying out their duties the appointee must: -

· Comply with Health and Safety Regulations;

· Be aware of the College statement on Health & Safety;

· Ensure a safe working environment for all learners at all times.

20. The post holder must comply with all College Personnel Policies and Procedures including Equal Opportunities.



 

	P    PHYSICAL CONDITIONS

Place of Work

The principal place of work will be at Bolton College’s Deane Road Campus.  However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may, from time to time, provide services or at other locations, mainly in the Bolton area when required.  As part of their duties, the post holder may be required to travel within the United Kingdom.  Such travel may include attendance at conferences or seminars for the purpose of maintaining and updating their professional skills.

Working Hours

The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities, with a minimum of 37 hours per week.  The post holder may, from time to time, be required to work sometimes at short notice on evenings/weekends, in which case time off in lieu will be given during the normal working week.




	P   SOCIAL CONDITIONS

T    Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed. The College reserves the right to extend the probationary period if, in its opinion, circumstances so require.  During the probationary period, employment may be terminated either by the post holder or by the College by giving written notice of one month.  The College’s Disciplinary Procedure will not apply during the probationary period.

Appraisal

The post holder will be required to participate in a staff appraisal scheme approved by the College.

In the interests of Health & Safety, smoking is not permitted in Bolton College.

Review

All job descriptions will be reviewed and adjusted annually as part of the appraisal cycle.




	JOB DESCRIPTION PREPARED BY:

DATE:


	Marketing Manager

October 2018
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