POST OF MARKETING & STUDENT RECRUITMENT MANAGER
JOB PURPOSE

To oversee, manage and develop the team responsible for the end-to-end student recruitment process, including the marketing of the College.  You will be responsible for ensuring that marketing, school liaison and development activity is proactive and leads to increasing levels of student recruitment to College.
KEY ACCOUNTABILITIES – 

MARKETING & STUDENT RECRUITMENT MANAGER
· To deliver against key performance indicators including, applications, conversion rates, processing time, student feedback / satisfaction and school feedback and budgetary control

· Managing and co-ordinating events and activities designed to enhance our Sixth Form, Apprenticeship and HE recruitment from schools and the wider community, this will include schools liaison events, open days, careers events, master classes, taster days, awards evenings etc

· Overseeing the building and maintaining of strong stakeholder and partnership relationships  e.g Y11 and Careers leads in schools to ensure tailored liaison approaches

· Ensuring the monitoring and reporting on application and conversion data and co-ordinating targeted interventions where a curriculum area or school exhibits a declining trend or drop in the number of college enrolments.

· Ensuring that communication to prospective students is effective, timely and increases the likelihood of enrolment through a range of traditional and e-marketing activities

· Leading, co-ordinating and quality assuring systems, processes and activities to maximise conversion e.g. accuracy and currency of student data, taster day uptake

· Leading, motivating and developing staff involved in process to ensure they can provide an outstanding level of service to students (current and prospective), school staff and other key stakeholders

· Developing and ensuring delivery of an annual marketing and communications and budget plan which underpins the College’s strategic plan and continually reviews and develops the College’s marketing strategies
· Management and commissioning of all marketing and communication activities including prospectus, website, annual reports, media representation and online presence ensuring corporate consistency in all marketing and promotional documentation produced
· To conduct or commission market research activities to inform College strategic and operational planning

· Producing a range detailed reports and analysis for Senior and Middle Leaders to enable them to understand current application and recruitment patterns and projections

RESPONSIBLE TO

Principal
GENERAL

1. Implement the College’s current Quality Assurance systems.

2. Participate in staff training, development and appraisal systems to enhance personal performance and organisational effectiveness.

3. Adherence to College Policy on Equal Opportunities and Health and Safety.

4. Team participation: all members of teams are required to contribute to ensure team responsibilities are discharged as effectively as possible.

5. Work flexibly to meet the needs of the business customers.

6. Other duties or responsibilities as are commensurate with the post, according to the exigencies of the service.

TERMS & CONDITIONS

Hours:

37 hours per week Monday to Friday

Holidays:          25 days per annum rising to 30 upon completion of five years continuous service.
Salary:

£30,527 - £36,542 +5% PRP
BENEFITS 

· Occupational Pension Scheme (significant employer contribution)

· Employee Development Scheme, annual £300 to spend on Selby College training 

· Staff Development to assist you to do your job

· Employee of the Month Scheme, £50 and extra days holiday to winner

· Fully equipped Fitness Suite 

· Car Parking

· Nursery Provision on site, but not part of the College
· Hair & Beauty salons on site

· Refectory & Training Restaurant offering wide selection of meals

NOTE
This job description is current as November 2017.  

SELBY COLLEGE

PERSON SPECIFICATION

POST OF MARKETING & STUDENT RECRUITMENT MANAGER
  

Essential     Desirable     How Identified                            

Qualifications

Minimum 5 GCSE or equivalent

at Grade C including Maths and English 
x





A

Higher Level Education 



x


A

IAG or Marketing qualification at Level 4



x


A
Teaching Qualification (Cert Ed / PGCE)



x


A
Knowledge and Understanding

Experience of delivering high

quality marketing / sales
x




A/I
Working knowledge of Further Education
 or Secondary Schools Sector, including

 recruitment and admissions
x




A/I/R

Experience in leading high quality front 
line customer relationships
x




A/I

Working in a targeted environment
x




A/I/R
Professional Skills

Setting and achieving high standards

for self and others
x




A/I

Promoting a culture of quality,

partnership, & continuous improvement 
x




A/I

High level of computer literacy



x

A/I

Ability to Multi Task
x




A/I/R

Effective administration
x




A/I/R

Excellent Communication skills
x




A/I/R

(Written and verbal)

Accuracy and an eye for detail
x




A/I/R

Production of Marketing Materials
x




A/I/R
Personal

Professional conduct and approach
x




A/I

Excellent organisational skills
x




A/R

Tact and diplomacy
x




A/I/R

Full clean driving licence
x




A/I

Willing to show initiative and 
x




A/I/R

take responsibility.

Key 
A - Application    I - Interview 
R – Reference
