
 

Job Description 
 

Job title: Skills Communications Officer 

Department/School: Skills Centre 

Grade: 6 (0.5 fte) 

Location: University of Bath premises 
 

Job purpose 

 

Based in the Skills Centre and working collaboratively with a range of stakeholders 

internally and externally, the post-holder will work closely with the Deputy Head in taking 

a lead role in the design and implementation of the Centre’s communications strategy to 

promote centrally delivered skills provision to students and staff to increase engagement, 

take-up and impact. There will be a specific focus on supporting the Centre’s work to 

increase its contribution to reducing differences in attainment for key identified groups, 

including targeted activity for domestic student groups (identified in the Access and 

Participation Plan) and international students. 

 

Working across the different skills areas of the Centre, including Academic Skills, English 

Language, Foreign Languages (including Language Learning Zone and autonomous 

learning opportunities) and Mathematics/Statistics, the post-holder will play a significant 

role in identifying and designing communication campaigns, methods and channels 

within the University, as well as communicating key messages to boost the internal 

profile of skills to all. These will include developing the Centre’s web content, use of 

social media, digital newsletters and signage. The post-holder will also play a lead role, 

working with the Deputy Head and Skills Project Officer, in the design and delivery of a 

skills and employability induction week for new and returning students at the start of each 

academic year – this forms part of the University’s central student induction activities. 

 

Additionally, the post-holder will fulfil a co-ordinating role in helping bring together the 

University’s central skills providers to identify and communicate key messages to 

students and staff about the availability of skills development opportunities in a timely 

and engaging way, also supporting the ongoing development of the University’s 

MySkills portal to drive up levels of student engagement/usage. 

The role requires close liaison with the Faculty Marketing teams, Student Recruitment 

and Admissions Office, Widening Participation Office, colleagues across the 

Departments of Marketing and Communications and others to ensure that Institutional 

and Faculty/School strategies and activities related to student recruitment are 

complementary and consistent. 

 
  



 

Source and nature of management provided 

The post-holder is line managed by the Deputy Head, Skills Centre.  

 

Staff management responsibility 

None. 

 

Special conditions 

Evening and/or weekend work may occasionally be required for which time-off-in-lieu 

(TOIL) is provided.  

 

Main duties and responsibilities  

1 
Taking a lead role in developing and maintaining high quality, user-centred web 

content directing students to the MySkills portal and skills provision/resources in 

an appropriate and timely way for the different areas of skills provision within the 

Centre. 

2 
Designing and developing engaging campaigns to drive student footfall to the 

MySkills portal for all areas of the Centre’s skills provision (and wider central 

skills provision, as appropriate) as well as engagement of the local community 

on Languages courses. 

3 
Working with all the central skills providers, and the University’s Social Media 

Manager, to design and implement social media campaigns to promote skills 

and boost take-up of provision. 

4 
Identifying key developments from within the Centre, and drafting and publishing 

suitable copy for internal news items to continue to enhance its profile, 

particularly amongst academic staff to aid and encourage referrals to skills 

provision. 

5 
Working with the Deputy Head, and Planning and Projects Manager, to ensure 

all aspects of the Centre’s communications strategy and resulting campaigns are 

fully accessible and inclusive. 

6 
Working with the central and Faculty/School Marketing teams to identify and 

contribute appropriate content for inclusion within their marketing campaigns to 

aid student recruitment such as promotional web content, case studies and 

testimonials. 

7 
Leading on the design and delivery of the Centre’s (working with other skills 

providers) contribution to the University’s central student induction including a 

skills and employability week  and ‘Our World Week’ for new and returning 

students at the start of each academic year.  

 



8 
Leading on the design, development and distribution of both a regular student-

facing skills newsletter working in collaboration with all the central skills 

providers and an internal staff newsletter for the Centre. 

9 
Leading on the evaluation of the Centre’s communications strategy and 

associated activities in order to measure effectiveness, impact and future 

direction. 

10 
Providing administrative support to the University’s Skills Steering Group, 

convened to implement the recommendations from the Skills Review and co-

ordinating resulting actions. 

 

11 
Undertaking competitor analysis and research to identify examples of good 

practice in the promotion/marketing of skills provision to students. 

 

12 
Attending Open Days and Applicant Visit Days to represent the Centre and 

promote skills provision working with the Skills Project Officer. 

 

13 
Working with the Centre’s individual Heads of teams to recruit and manage 

student casual workers/ambassadors to support effective 

promotion/communication of skills to the wider student community including 

contracts, approval of expenditure, authorisation of time sheets and effective 

budget monitoring, where necessary. 

 

14 Undertake other duties as requested and reasonably required by the Deputy 

Head, Skills Centre, where they are appropriate to the grade of the post. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

Person Specification 

 

Criteria 

 

Essential Desirable 

Qualifications   

1. A good first degree or equivalent qualification   

 

Experience/Knowledge   

1. Experience of working in a communications and/or 

marketing-related role within an educational and/or public 

sector environment 

 

2. Experience of designing, developing and implementing 

high quality, user-centred digital content, e.g. web, social 

media, blogs etc. 

 

3. Experience of working across departmental boundaries 

and with multiple stakeholders to ensure the delivery of 

high quality, well-targeted and effective/impactful 

communications 

 

4. Experience of designing, promoting and delivering events 

 

5. Experience of working with, and supporting students, from 

a diverse range of backgrounds 

 

6. An awareness of good data management practice e.g. 

Freedom of Information, GDPR 

 

7. Line management and/or supervisory experience 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Skills and Attributes   

1. An ability to understand and work effectively within the 

broader organisational contexts and structures 

  

2.   Computer literate with experience of MS Word, Excel, email 

packages and content management system (updating and 

maintenance of web pages) 

  

 

3.   Ability to work with the required level of speed and accuracy   

4.   Strong planning and organisational skills: 

• Highly organised and able to plan and manage 

priorities. 

• Accurate keeper of records.  

• Ability to prioritise objectives and work tasks and meet 

objectives.  

  



• Proven track record in completing tasks delivering to 

time, quality and within budget 

5. Excellent oral, written communication, and presentation 

skills 

  

6. Strong and effective interpersonal and networking skills   

7.  Customer Focus 

• Commitment to high quality customer service 

• Commitment to continuous improvement of the 

customer’s experience 

• Responsive to customer issues and complaints 

• Sensitivity to other cultures and strong demonstrable 

knowledge of and interest in inter-cultural 

communication 

  

8. Work with others 

• Ability to work with multiple internal and external 

stakeholders 

• Ability to work cohesively with colleagues from other 

teams across the University 

• Ability to listen and take advice from colleagues 

 

 

 

 

9.  Initiative and Problem-solving 

• Ability to work independently, on own initiative 

• Adapt procedures at short notice when circumstances 

require 

  

10. General 

• Ability to maintain a professional attitude 

• Ability to work effectively under pressure 

• Ability to work effectively in teams 

 

  

11. Flexibility 

• Flexible, adaptable and willing to work outside normal 

working hours occasionally   

• Willingness to undertake training and development 

  

 

 

Effective Behaviours Framework 

 

The University has identified a set of effective behaviours which we value and have found 

to be consistent with high performance across the organisation. Part of the selection process 

for this post will be to assess whether candidates have demonstrably exhibited these 

behaviours previously.  

 

Managing self and personal skills: 

Willing and able to assess and apply own skills, abilities and experience.  Being aware of 

own behaviour and how it impacts on others. 

   

Delivering excellent service: 



Providing the best quality service to all students and staff and to external customers e.g. 

clients, suppliers. Building genuine and open long-term relationships in order to drive up 

service standards. 

   

Finding innovative solutions: 

Taking a holistic view and working enthusiastically and with creativity to analyse problems 

and develop innovative and workable solutions.  Identifying opportunities for innovation. 

   

Embracing change: 

Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an 

opportunity and being receptive to new ideas. 

  

Using resources: 

Making effective use of available resources including people, information, networks and 

budgets.  Being aware of the financial and commercial aspects of the University. 

 

Engaging with the big picture: 

Seeing the work that you do in the context of the bigger picture e.g. in the context of what 

the University/other departments are striving to achieve and taking a long-term view.  

Communicating vision clearly and enthusiastically to inspire and motivate others. 

   

Developing self and others: 

Showing commitment to own development and supporting and encouraging others to 

develop their knowledge, skills and behaviours to enable them to reach their full potential 

for the wider benefit of the University. 

   

Working with people: 

Working co-operatively with others in order to achieve objectives.  Demonstrating a 

commitment to diversity and applying a wider range of interpersonal skills.  

   

Achieving results: 

Planning and organising workloads to ensure that deadlines are met within resource 

constraints.  Consistently meeting objectives and success criteria. 

   

 

 


