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	Job Description
	


	Job Title:
	Marketing Officer

	Department:
	UCLan Cyprus Ltd

	Responsible to:
	Head of Marketing 

	Job Purpose:

The post holder will work for the Marketing Department to generate new ideas and implement the Marketing, Communication and Recruitment Strategy of the Marketing and Recruitment Department. The main focus will be to develop the marketing communication that will support the implementation of the Marketing and Recruitment Strategy of the department at all levels, through all sources, with all possible means, ensuring overall positioning/ USP’s of the university is met and the main goal of increasing traffic of new prospective interested students is at targeted levels.

	Main Duties and Responsibilities:

1. Create, develop, and execute the marketing communication of the Marketing Department throughout all means, internal and external, in alignment with the Marketing and Communication strategy.
2. Identify new opportunities and markets, and review and report activities and processes in the light of customer feedback and make recommendations for enhancement of the activities’ effectiveness and efficiency.
3. Suggest, develop, plan and implement new cost-effective ideas to distinguish UCLan Cyprus from competition, to be attractive and aggressive with the focus to generate more traffic and leads that will increase student recruitment.

4. Develop and implement marketing solutions tailored to the recruiters’ needs and provide any other kind of support requested including the implementation of recruitment activities.
5. Responsible for compelling and effective marketing content (content writing) such as the development of social media posts, email marketing, articles, press releases, website content, student guides, prospectuses and other hardcopy and electronic or online materials, etc. 
6. Responsible for updating and creating website content. 

7. Liaise on a constant basis with the advertising agency to exchange ideas and new promotional activities and coordinate with them on planning and execution. 
8. Responsible to create digital campaigns with the objective to generate direct or indirect leads to meet the recruitment strategy and new traffic target, and produce related recruitment cycle plans and reports. 

9. Undertake competitor evaluation and market research, locally and internationally, that will be reflected in and support the planning of the marketing and recruitment strategies and activities, against best practice in the sector. Weekly competitors monitoring and provide insight to the marketing team for reaction

10. Undertake daily administrative tasks to ensure the functionality and coordination of the department’s activities. 
11. Support and work with Graphic Design Team to implement the materials production for the Marketing Team, within deadlines agreed, with visual impact and innovative communication, ensuring the message requested is communicated effectively and delivers results
12. Plan, assist and support the organizing and successful delivery of the recruitment events and other university or school events that are linked with brand awareness, marketing of programmes, networking, public relationships, aiming at generating leads for recruitment, buzz and awareness and promotion that will generate directly or indirectly new traffic. 

13. Participate in various corporate events of the university and in recruitment-related events such as Open Days, Education Fairs, Campus visits etc. and other recruitment activities to increase new prospective students and also to other events and activities of the University, either in house or off campus, as per the request of the Marketing Lead, to support the Marketing and Recruitment Teams, and raise the profile and awareness of the University.
14. Do presentations and campus tours, prepare and provide gifts and information materials, to any guest(s) under the instructions of the Marketing Lead. 

15. Engage, under the guidance of the Marketing Lead, in Public Relations and networking activities, meeting with 3rd parties, associates, partners etc. and develop when possible beneficial opportunities for the University.

16. Responsible for the development and maintenance of the University’s bulletin and newsletters aiming to promote the university, the events and activities from all departments, achievements etc, to various target-markets such as: staff, students, alumni, associates, agents, ‘friends’ of the university. Ensure the content is structured, attractive, interesting, innovative and accessible, for distribution by the Marketing Department.

17. Responsible to develop and keep updated the databases of the Marketing Team. Responsible to update and maintain the contacts databases from events, campaigns, or other contacts generated from own activities, and from corporate development team, academic team, and others.

18. Use CRM to support the marketing and recruitment activities, such as development of email campaigns and innovative communication to generate interest and sales.
19. Produce timely reports on effectiveness and efficiency of the activities implemented and performance against targets, and minutes or follow-up notes from internal or other meetings, as requested by the Marketing Lead.

20. Assist new students with information if requested.
21. To undertake other duties commensurate with the level of the post as required by the Marketing Lead, and the Chief Operating Officer.

22. To work outside normal hours as required and to work on and off campus.



	Print name:
	

	Sign:
	

	Date:
	


	Person Specification
	


	Job Title:
	Marketing Officer

	Company
	UCLan Cyprus Ltd


	Attributes
	Essential
	Desirable
	Measured By

	Work Experience


	3 years’ experience of working in a marketing or communication related role in a customer focussed environment
	Experience of working in the same position in a Higher Education Sector


	Application form/interview

	
	Strong Experience of customer relations and services.
	
	Application form/interview

	
	Experience of working on a regular basis with computerised systems such as Microsoft Office and CRM as well as social media.
Good knowledge of SEO (content) 
	
	Application form/interview

	Education/Qualifications


	Bachelor’s degree in Marketing, Creative Writing, Advertising, Communications or related field.
	A Master’s degree in a specialised marketing-related field such as digital marketing.

	Application form

	
	Excellent command of English and Greek language, especially writing. 
	
	Application form

	Skills/Abilities

Good communication skills


	Excellent promotional skills.
	
	Interview

	
	Excellent communication skills, – able to communicate effectively and professionally at all levels, both verbally and in writing.
	
	

	
	Excellent planning and organisational & time management skills including ability to prioritise own work and work of others to meet tight deadlines
	
	

	
	Take initiatives, ability to work unsupervised and exercise judgment 
	
	

	
	
	
	

	
	Ability to work effectively and productively under pressure across a range of projects
	
	

	
	Ability to work collaboratively as part of a team
	
	

	
	Ability to evaluate and analyse information and produce reports
	
	

	Personal Details


	Outgoing personality, dynamic, confident
	
	Interview

	
	Reliable, disciplined, responsive, with sense of performance and target-meeting
	
	

	
	Initiative taker with strong sense of duty, responsibility and reliability
	
	

	
	Loyal with strong commitment to the organisation.
	
	


