[image: ]
[image: ]


JOB DESCRIPTION


	POST TITLE:  

	STUDENT RECRUITMENT, LIAISON & MARKETING MANAGER


	RESPONSIBLE TO:

	Vice Principal 

	GRADE:

	SFCA Support Staff Pts: 20 – 24
(£37,734 - £42,081 per annum)


	WORKING WEEKS:

	All year

	PURPOSE OF POST:

	You will ensure high numbers of students choose to study at QE by making them aware of the benefits of attending the College. Your role will include planning, co-ordinating and implementing key aspects of recruitment, liaison and marketing for the College. You will work closely with other colleagues including QE’s Vice Principal (Curriculum). You will line manage QE’s Liaison and Recruitment Co-ordinator, and QE’s Student Liaison and Recruitment Officer.




1.	Strategic Planning and information gathering  
Working with QE’s Vice Principal (Curriculum) and Northern Arch Learning Partnership’s Marketing and Admissions Manager:
· advise on the design of the College curriculum to meet the needs of the local and wider community by considering current and emerging interests and aspirations
· ensure that the College’s admissions procedure meets the needs of those wishing to continue their education 
· draw up, co-ordinate and evaluate the College’s marketing and recruitment strategy to encourage students to make applications to the College. This strategy, including short term, medium term and longer term actions, will appeal to different audiences/demographics and will support the Vision and Values of QE and NALP
· research and be aware of emerging developments in government policy, in schools, local areas and other contextual factors that might inform the College’s marketing and recruitment strategy

· develop a system of gathering views of students, parents/carers and schools to inform recruitment strategies 

· plan and manage an annual programme of recruitment, liaison and marketing activities for members of staff, prospective students and parents/carers, schools and the wider community 

· ensure resources are marshalled appropriately to enable this programme to be implemented effectively

2.	Marketing and promotion
· manage recruitment and advertising campaigns including via social media so that applications are very strong, College events are well-attended and the successes of the College are celebrated effectively
· oversee the organisation of College open evenings, tours of the College and other visits by prospective students and their carers/parents 
· manage the production of the College’s prospectus and other marketing materials used to promote QE in schools and in local events
· oversee and update the design and content of the College’s website
· enlist students as ambassadors of the College, engaging them in a range of liaison and marketing activities
· develop and implement a strategy for positive alumni relations that are beneficial for the College and the alumni, and can be used to promote QE
· promote the aspirational culture of QE within College and to external organisations by creating and disseminating information to advertise students’ progression and destinations
· advise curriculum and other departments on how they can best promote their work and achievements to a range of audiences
· lead on College merchandising
· oversee the organisation of the College’s Bridging Event so that it is well- attended and highly enjoyable for students

3.	Liaison with schools
· ensure close, effective and collaborative relationships with local schools, including those within Northern Arch Learning Partnership, through curriculum and extra-curricular links and liaison with staff to inform and enthuse them about QE’s provision
· manage the timetable of liaison and recruitment events and organise the deployment of QE colleagues
· organise Year 10 Experience Days and other taster sessions such as stretch and challenge activities and subject experiences/workshops at QE
· manage and deliver recruitment activities, including some evenings, at careers fairs, options evenings and similar events in schools at which the College’s provision can be promoted
· organise and deliver presentations to prospective students in schools and elsewhere including assemblies, application workshops and similar bespoke events 
· provide schools with information about their former students’ achievements and destinations
· manage transition information between schools and QE
4.	Admissions
· co- ordinate and manage the admissions procedure for 16-19 year olds so that it is clear, simple, timely and meets the needs of students and parents/carers
· ensure that students are well-informed and receive appropriate advice and guidance including about curriculum possibilities
· [bookmark: _Hlk209894093]manage an effective and timely system of guidance discussions with applicants by an interviewing team
· organise the College’s Enrolment week including the deployment of colleagues and the information provided to and collected from prospective students and parents/carers
· ensure that all students are enrolled upon programmes of study that are appropriate to their abilities and aspirations 
· ensure that the College responds to queries by prospective students or their parents/carers in a timely and effective manner
· manage the process of recording and analysing applications so the College can monitor numbers and take swift appropriate action to increase recruitment when necessary

5. 	Community engagement and events management

Create opportunities, by working with appropriate colleagues and external organisations, to ensure that QE is widely-regarded in the area and the talents and successes of students and members of staff are fully celebrated and publicised including through:

· showcases of students’ achievements and work including at subject/curriculum level and in Enrichment activities
· student involvement in local and community events such as carnivals, exhibitions and celebrations
· collaboration with schools, including those within Northern Arch Learning Partnership, in order for QE students to be involved in their events and activities
· projects for QE students to interact with the wider community including employers, businesses, universities, apprenticeship providers, community and civic groups and voluntary organisations
6.	 College resources and environment

Working with appropriate senior colleagues, advise on how the College’s resources, facilities and environment can enhance its appeal including through:

· development of the College’s physical environment and facilities
· use of technology and audio-visual media
· awareness of travel options for students, including through potential amendments to routes for the College’s buses


All staff and senior post holders have a duty for safeguarding and promoting the welfare of young people.  Staff must be aware of the college procedures for raising concerns about students’ welfare and must report any concern to the designated officers without delay.  Staff must also ensure that they attend the appropriate level of safeguarding training identified by the college as relevant to their role.
The post holder’s duties must at all times be carried out in compliance with the College’s Equality, Diversity and Inclusion Policy, and the post holder must take reasonable care of the health and safety of self, other persons and resources whilst at work.  This entails supporting the College’s responsibilities under the Health and Safety Act.
All staff are expected to support the achievement of the Trust’s vision and values and to demonstrate these values through their behaviour.




PERSON SPECIFICATION

	The successful candidate will be expected to have the following qualities:
	Essential /Desirable

	QUALIFICATIONS
· Degree or equivalent in Marketing, Business, Communications or a related field
· Professional marketing qualifications (eg. CIM, IDM)
· A driving licence and access to your own vehicle
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	EXPERIENCE
· Experience in developing and executing successful marketing strategies
· Experience in developing and delivering integrated marketing campaigns across digital and traditional channels
· Previous experience of working in the educational sector and knowledge of the post-16 education market
· Experience in using social media, managing websites and content creation
· Experience in stakeholder engagement, including working with students, parents, staff and external partners
· Familiarity with admissions marketing, event promotion and reputation management
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	SKILLS & APTITUDES
· Excellent written and verbal communication skills tailored to diverse audiences
· Ability to interpret data and analytics to inform decisions
· Excellent organisational/administrative skills with the ability to manage competing priorities
· Excellent attention to detail and accuracy
· Awareness of safeguarding in education

	

E

E

E
E
D

	PERSONAL QUALITIES
· Ability to work on own initiative and also effectively as part of a team to achieve common goals
· Collaborative and able to build strong relationships across departments
· Ability to work under pressure and prioritise effectively
· Positive attitude
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Salary and Conditions of Service
Full Time, All Year, Permanent post. 
Salary Pts. 20 – 24:  £37,734 - £42,081 per annum
Thank you for your interest in the post.  
Flexible Working Hours: The normal working week is 37 hours.  Due to the nature of recruitment and liaison activities, including school visits and evening events, the postholder must be willing to work flexible hours, including some evenings and occasional weekends.
Travel: The postholder must have access to their own transport and be willing to travel to partner and non-partner schools.
Holidays are 28 days plus bank holidays rising to 33 days plus bank holidays after 5 years’ service.  Holidays are to be taken during the College holiday periods. 

Applications are made via our careers portal but if you wish to speak to anyone about this post and the application process, please contact lbates@qeliz.ac.uk or hr@qeliz.ac.uk 
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