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Marketing Assistant
Cronton Sixth Form and Riverside College
Job Description

Main Purpose of Job

To assist the Schools Liaison and Marketing team on operational activities to support recruitment targets for 16/18, adult and HE targets for Cronton Sixth Form and Riverside College. This role will involve liaising with students, creating content for engaging communications across digital channels. This role will support the day to day tasks of the marketing team include photography and videography for social media.

Marketing 
· To support the creation of content across the colleges social media platforms (Facebook, Instagram, X/Twitter, TikTok, LinkedIn) to promote college activities. 
· To support marketing campaigns by highlighting student successes, trips and visits and destinations to maintain the colleges strategic positions.
· Monitor social media engagement and respond to comments/messages in a professional and timely manner.
· Liaise with staff and students to gather success stories, college activities and trips and visits for promotional use.
· Administrative activities including updating PowerPoint, spreadsheets and tracking campaign performance.
· Supporting with college and marketing events including Open Evenings, taster sessions and enhancement events such as guest speaker workshops, performances and award ceremonies. 

Schools Liaison and Admissions 
· To support with any school liaison activities including careers events and interview sessions.
· To help with adult enrolment as required.
· To meet the individual needs of all customers 
· To promote and safeguard the welfare of young people and vulnerable adults at the college
· To accept flexible redeployment and reallocation of duties commensurate with the level of the post.


Marketing Assistant
Qualifications
· Level 3 qualification or higher
· GCSE English/ maths grade C/4 or equivalent
· Marketing qualification would be desirable 


Knowledge/Experience
· Significant experience of using social media platforms for promotional purposes
· Knowledge of WordPress, PowerPoint, Excel, Word and Adobe packages
· Experience of developing successful marketing campaigns 
· Experience of working in the education sector (desirable)

Skills/Attributes 
· Excellent communication skills, both verbal and written
· Ability to work in a fast paced, dynamic environment
· Driven, self-motivated and creative 

Additional Requirements
· This role will require some evening and early morning work 
· Full driving licence and access to a vehicle is essential (as is business insurance)  

Post Information
· Reports to Head of and Deputy Head of Schools Liaison and Marketing
· Salary £25,473 - £26,172 
· The post holder will undertake all duties and responsibilities in compliance with regulatory, legislative and college procedural requirements.
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