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Job Description
Job title: 
Marketing and Communications Coordinator 
Accountable to:
Chief Executive, Events Manager, Deputy Chief Executive


Key relationships:
RSU Staff and Officers, University Staff, and Students.
Location:
Froebel College, Roehampton although regular time on other colleges maybe expected


Hours:


37 hours per week


Post Overview:
To oversee all marketing and communications promoting the RSU’s activities and services in line with our brand and strategic values. To develop strong web and digital strategies for all communications for our students in order for RSU to be able to deliver a world class student experience. 


	Reports to:

Events Manager
	Direct responsibility:
Full time Graphic Designer

0.6 – 0.8 FTE Communications Intern 


	Role Code:

RU 5 - £26,407 - £30,026 (inclusive of London weighting)
	Role Title:

Marketing and Communications Coordinator




​
	General Requirements to reach effective performance

	

	General attainment:
Educated to degree level or equivalent college/University experience.
Additional training and knowledge of project management and communications delivery.
	Job related work experience, skills and knowledge:
To be able to work with all RSU staff and officers in the delivery of strong communications. Being both proactive in supporting and advising when required.

Ability to deliver strong communications strategies
	Time required to achieve effective performance:

3 months




Person Specification – Marketing and Communications Coordinator 
Criteria







Essential/Desirable
Experience and training

· Strong experience of working with electronic media 




E

· Significant experience of producing and editing digital media



E

· Strong web development and website management experience
(preferably MSL)
E
· Experience of office administration






E

· Experience of working with a wide range of both internal and external contacts

E

· Experience of effectively managing projects from inception to delivery


E

· Experience of delivery of strong brand identity 





E
· Experience of using systems to manage information effectively



E

· Experience of working in a busy office






E

· Experience of improving students or customers experience



E
· Strong ability and experience of working to tight deadlines



E

· Experience with working with volunteers and students




D
· Significant experience in a similar role





              
D


Skills/knowledge

· Knowledge and experience of strong communications strategies



E

· Knowledge of managing  staff and developing others




E
· Excellent organisation, project management and planning skills



E

· Proven prioritising and multitasking skills





E

· Knowledge of strong social media communication strategy



E

· Ability to produce high quality video and other graphics work



E 

· Evidence of successful marketing campaign delivery




E

· Commercial experience of working external stakeholders



E 

· Knowledge and skill in problem solving and using initiative



E

· Interpersonal skills (verbal and written) with a wide variety of people


E

· Excellent command of the English language and ability to proof read 


E

· Knowledge of students’ unions and their activities




D

· Knowledge of working in HE/FE







D

· Understanding the role of staff in a democratic organisation



D




Personal attributes
· Full commitment to equal opportunities






E

· Ethical and Environmental behaviour






E

· Ability to relate to and work with a diverse range of people



E

· Compassionate and rational







E

· Commitment to excellent customer service





E

· A self starter who works on their own initiative





E

· A commitment to helping others : Staff and students




E

· Ability to work effectively as part of a team





E

· An empathy with students and students’ unions





D

· Attention to detail








E

· Flexibility 









E

· Approachable, good humoured and confident





E

· Ability to work occasional weekends and evenings




E

· Commitment to personal development






E

	Managing staff
You will be responsible for staff members that will need a dynamic and supportive leader. You need to develop a good understanding of getting the best out of yourself and the team around you.
	The role will involve managing newly appointed staff. You will need to have strong communication and set clear targets for your staff to work towards. You will provide guidance, training performance management and motivation for your team. You will need to conduct regular team, and individual meetings.  You will ensure you support a culture of empowerment and leading by example.

 

	Communication

You will be required to communicate and interact with different audiences.

Professional, clear and accurate reporting is an important function in this role.


	The post holder will need to be a confident communicator and a strong supporter of other services within the RSU. In this role you will need to support staff setting realistic deadlines and targets with clear objectives. In addition you will need to develop strong communication strategies in order to set clear messaging to our students.

You will need to be confident, resilient and sensitive in your communications with a variety of audiences including students, RSU staff, UoR staff and officers. 

	Teamwork and motivation

RSU carries out a wide range of activity and supply a number of services.  With a relatively small team, you will have to balance delivery of services. 

Your ability to motivate others and to meet deadlines is essential.


	A large aspect of this role will be working with individual staff to support the delivery of their projects.  In some cases it will be a team effort working towards a common target and sometimes it will be supporting individuals to ensure they can deliver communications and marketing that remains on brand. 
In addition the union has peak times during the year where you will be required to support other events, departments and staff members. Professional standards, self motivation and commitment must be high to benefit our members.

	Liaison and Networking

In this post you be required to liaise with others within the RSU, the university and external bodies.


	Internally you will need to liaise with other RSU staff members to ensure they are well supported. You will need to liaise with staff within University of Roehampton to deliver projects collaboratively. It is also important that support for student officers is offered and guiding them to realise their potential with their own projects.


	Service Delivery

RSU has a commitment to high standards and continually striving to improve and enhance the student experience. 
	It is essential that you ensure communications are strong to deliver the very best customer service to our students and stakeholders. Our aim is to ensure that our students’ experience are exceeded whenever possible. This includes ensuring that the RSU services are well known and communicated appropriately for the needs of our students. It also includes making sure staff are trained to deal with all feedback in a courteous, efficient and timely manner. 
Ensuring all our publications reach out to its desired audience and content does not cause offence.


	Strategic oversight
	Clear objectives for the Union will be laid out in the strategic plan set by the trustee board. However the information and guidance you provide will be essential in the guiding communications strategy and brand guidelines. You will need to develop key strategic performance targets for yourself and the team.  You will be responsible for the day to day communications delivery and adopt efficient systems of work for you and your team.  

	Initiative and Problem Solving

The RSU is a small team carrying out a wide range of activities. Even with forward thinking and planning problems will arise problems will arise and you will need to demonstrate a good level of initiative.
	You will need to use your own initiative to resolving problems. There is a strong sense of ownership and empowerment within the RSU and you will need to be diligent in ensuring you use your initiative to solve issues. 

It is important to get a full understanding of the University of Roehampton but also best practice from the sector to ensure communications and marketing can be delivered efficiently.

	Work Environment

The role is based in the union office which predominantly a Monday to Friday and 9 til 5 operation.
	The majority of your work will take place in the RSU offices which is open plan and operates an open door policy; the office environment is both relaxed and vibrant.  Health and Safety of the workplace is overseen by the Chief Executive but you will be responsible for your staff members supporting a safe working environment.

	Knowledge and Experience

Strong communications and marketing knowledge and skills are required for this role
	At least one year’s experience in a similar role or a role that offers support to other departments is required. Experience of print, online and social media marketing plans is essential. 
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Role Detail: 


This position will be responsible for all staff in the communications team. This team will work to improve how the Students’ Union communicates with its members. This will be through creating awareness of our services, promoting opportunities available and supporting student engagement. An important aspect will be working effectively with all the departments of the union, developing annual communications plans that reflect the communication strategy. 


The role will also work to ensure strong digital and web functions. An increasing emphasis is needed to communicate online with our members and this role will oversee creative and innovative approaches to ensuring we reach all students. 




















Principal Duties:


Develop and implement a communication strategy for the Students’ Union and its departments to ensure it can work towards the overarching strategic plan for the Union.





Develop an identity/brand that reflects the Union, considers all areas of our work and connects with our membership. Develop and deliver relevant training ensuring all media represents the values of the Union, developing clear brand guidelines





To oversee the day-to-day management and development of the RSU’s website including structure & functionality, performance, content maintenance to ensure that its structure and look and feel reflect our branding, tone and messages.





Responsible for overseeing and managing the graphic designer and communications intern. This will ensure planning, designing and distribution of all RSU publications is done on time and within budget. 





Responsible for managing all social media of the RSU, and to assist with departmental, society and officer engagement through social media.





Co-ordinate the support all of the Union’s student led media initiatives that fall under the ‘Fresh’ Umbrella (Fresh Magazine, Fresh TV and Fresh Air). Responsible for ensuring the intern develops structures, recruits student volunteers and oversees content/quality control.





Liaise with the University’s internal communications department to promote RSU activities and to understand and adopt their policies/guidance on sensitive issues.





Responsible for developing and delivering regular targeted emails and student news stories, University news and forthcoming events and activity.





Monitor and evaluate all communications to ensure they are effective and providing regular and relevant data to colleagues.





Responsible for developing and delivering a weekly roundup of the Union, student news stories, University news and forthcoming events and activity.





Assisting the RSU with the development and delivery of campaigns, including through the creation and development of html email templates and associated web content.





Assisting students and staff in maintaining their sections of the site, including providing CMS and web best practice training.


Coordinate Open Days and any other major Union event to ensure brand is communicated effectively. This includes staffing content and data collection. 


Ensuring RSU is legal and compliant with all media law and data protection through effective management of data.


























