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JOB DESCRIPTION

	Job Title
	School Marketing Executive

	Service
	External Relations Directorate

	Grade 
	E 

	Location
	Docklands 

	Reporting to 
	School ERD Account Manager

	Line management for 
	None

	Key working relationships: Internal 
	Staff within the wider External Relations Directorate; the Dean of School and senior staff in their allocated School / Schools, staff in other Services

	Key working relationships: External 
	Marketing, advertising and other external 
agencies.

	Contract type/ Hours 
	Permanent / Full time 

	
	


 
Build your career, follow your passion, be inspired by our environment of success 



THE UNIVERSITY OF EAST LONDON

The University of East London is one of the most diverse and vibrant universities in the global capital. Our pioneering and future-focused careers-first vision is making a positive and significant impact to the communities we serve, inspiring our students, our staff, our alumni and our partners to reach their full potential.
 
Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we are implementing The University of East London is one of the most diverse and vibrant universities in the global capital. Our pioneering and future-focused careers-first vision is making a positive and significant impact to the communities we serve, inspiring our students, our staff, our alumni and our partners to reach their full potential.
 
Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we are implementing Vision 2028 our ambitious 10-year strategy to reshape the face of education through collaborative initiatives alongside industry partners.
 
Our mission remains to foster inclusive pathways to career readiness for students of all backgrounds whilst driving positive change and measurable impact through our research, global partnerships, and innovative educational models.
 
We are building an environment of success where colleagues are supported to achieve, and our community can flourish and thrive. We are an accredited Investors in People Award Institution and have achieved the Investors in People Health and Wellbeing Award. As the only University in London to have achieved Silver Awards in Athena Swan Gender Equality and in the Race Equality Charter, we continue our journey to address and reduce barriers to opportunity.



BRIEF OVERVIEW OF EXTERNAL RELATIONS DIRECTORATE

We have built an External Relations Directorate that has brought together an integrated Communications & Engagement and Student Recruitment & Marketing service. The directorate is made up of several teams including Communications & Engagement, Marketing, Recruitment and Conversion, Outreach and Access, Change, and Transformation (Design and Digital), Events and Advancement, and the International Office. 

We are looking for team members who will be part of the embedding transformation and innovative practice and enjoy working in an agile environment as we try and work towards a culture of the ‘continuous new’. This is an exciting opportunity as we prioritise building our global and UK profiles with key elements from Vision 2028. 


JOB PURPOSE

The post holder will deliver parts of the operational implementation of strategic marketing & recruitment plans and integrated, multi-channel marketing activities for their allocated subject areas. They will support the School ERD Account Manager in their relationship management with key stakeholders within our academic Schools, including heads of department and course leaders. The post holder will be responsible for leading on a range of marketing activities as well as reporting on activities to ensure the academic Schools are kept updated on the delivery of activities, as well as the performance and ROI. 
 
Working in tandem with colleagues in External Relations, they will help ensure that marketing activities are in synergy with all channels owned by the departments within the External Relations Directorate. The postholder will play a key role in delivering content initiatives for the School, aligned to priorities in the External Relations Directorate, including digital content and social media channels.  


KEY DUTIES AND RESPONSIBILITIES


Delivery; 
 
· To lead on the maintenance and optimisation of marketing webpages and third-party platforms relevant to the assigned school / schools, ensuring course information is up to-date and content is compelling and relevant to the audience(s), taking a mobile-first approach and in consideration of Search Engine Optimisation (SEO) as well as 
· ensuring content is compliant with Competition and Markets Authority (CMA) guidelines. 

· To deliver the creation of content and collateral to support marketing & recruitment plans – to include social-first and long form video content, printed collateral, photographic assets, advocacy case studies, advertising copy and conversion content – ensuring the consistent and creative application of the UEL brand;  

· To lead on social media content creation and delivery for the School. Working closely with the central social media team you will implement best practice across priority channels developing content that is aligned to central brand messaging.  

· To support keep-warm and conversion activities by inputting into scheduled communications with applicants and prospects through collating and editing subject specific content for specific purposes; 

· Lead on the support of specific School showcase & UEL-wide recruitment events and conversion events such as Open Events and Offer Holder Event, ensuring the School are well presented, and the events run smoothly; 

· Under the direction of the Account Manager, deliver subject-specific paid marketing activity; keeping copy updated and reflective of unique selling points and the subject’s key messaging points. 

Relationship management: 

· Support the Account Manager in using reporting frameworks and other planned communications to keep School staff informed of progress and performance of marketing activities;  

· Be physically based in the School up to 2 days a week depending on workload and priorities; 

Reporting; 
· To regularly report on the progress of marketing plans and the impact of specific marketing initiatives using relevant frameworks and channels (eg. written reports, regular meetings, ad hoc presentations).  

· Support any ad-hoc requests for insight and data relevant to the marketing and recruitment activities of the Schools. 




Other: 

· To support relevant events on and off campus, ensuring that your assigned School / Schools are adequately represented; 

· To ensure that duties are undertaken with due regard and compliance with UEL policies and procedures and the Data Protection Act and other legislation; 

· Other duties that may be seen as being within the scope of this position; 

· Work in accordance with UEL policies, including our Equality, Diversity and Inclusion policy.  

Continuing Professional Development: 

The External Relations Directorate is committed to supporting staff in building and developing skills relevant to their roles. It is important that our staff are up-to-speed with the latest trends and technology and can keep-pace with a fast-moving industry. As such, training and workshop opportunities are a core part of developing our staff 


The duties and responsibilities outlined above provide a general overview of the range of tasks that this role at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed. 

The job description may also be updated to reflect changes in circumstances, and employees will be consulted if any amendments are required.



PERSON SPECIFICATION

The University's Core  Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.


	Category

	Essential Criteria
	Desirable Criteria

	Education & Qualifications

	· Degree or equivalent and/or professional marketing qualification.



	

	Experience & Knowledge

	· Demonstrable experience in the operational implementation of marketing activities, including the planning, delivery and performance reporting in accordance with a given brief.
· Experience in multi-channel marketing to youth audiences using an evidence-based, 
segmented and targeted approach.
· Knowledge and understanding of cultural differences and how to manage these in the context of student marketing
· Experience of supporting education recruitment events.

	· Experience related to the assigned Academic subject areas 
· Experience in the use of enterprise marketing software and services – e.g. Google Analytics, Content Management Systems and reporting dashboards 
· Working knowledge of the UK Higher Education system, in particular recruitment cycles, admissions systems and processes.

	Skills & Abilities

	· COMMUNICATION: 
 • Excellent written and oral communication skills including the ability to revise information based on constructive feedback  

· INITIATIVE AND PROBLEM SOLVING: 
 • Experience of using initiative and creativity to resolve problems, that may be predictable but not routine, identifying practical and suitable solutions 

· PLANNING AND PRIORITISING WORK: 
• Experience of planning, prioritising and organising work on a daily, weekly and monthly basis, individually and as part of a team, whilst ensuring the effective use of resources and delivering to tight deadlines 

 • High level of attention to detail 
 • Results driven and self-motivated 

	

	Other Competencies

	· Good understanding of equal opportunities issues within a diverse and multicultural environment 
· Ability to travel within the UK and ability to work non-standard hours 
	






Further Information: 

As an inclusive, equal-opportunities employer, our multiple Charter awards (Stonewall, Race Equality and Athena Swan) reflect our ongoing dedication to Equality, Diversity and Inclusion and we’re committed to closing the " ethnicity pay gap". We’re proud of the progress we’ve made and honest that there’s more to do. We’re determined to keep moving forward so everyone at UEL can thrive.
 
So, if you’d like to take your career to the next level with us here at the University of East London and are inspired by our environment and commit to success, we want you to apply today!
 
All employees must adhere to all UEL policies and regulations. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.'
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