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	Job title:
	Marketing Coordinator, Institute of Coding

	Department/School:
	IoC, Department of Computer Science, Faculty of Science

	Grade:
	5

	Location:
	University of Bath premises



	Job purpose

	
The Institute of Coding (IoC) www.instituteofcoding.org is a national initiative, led by the University of Bath, which brings together a range of universities, industry groups, employers, training providers, outreach groups, and professional bodies to respond collaboratively to the UK’s digital skills gap. 

By delivering accessible, industry-focused digital skills courses and events across the UK, the IoC is encouraging more people to pursue digital/tech careers via higher education and has enrolled over 900,000 learners to date.  With a focus on diversity and inclusion, the IoC is widening participation and ensuring that employers and individuals can access the skills they need to compete in the digital economy. 

The IoC’s offering of more than 150+ courses includes industry accredited degree schemes, skills intensive bootcamps, and flexible short courses that help people upskill and reskill to boost their employability.  

Our team culture

We are an inclusive, engaged and high-functioning team, with core values that include respectful collaboration, innovation, adaptability and agility. We are looking for someone who will help us to respond to the national digital skills gap, while enjoying the role and making a positive contribution to our internal culture.  

The work that we do is fast-paced and can be challenging, so it is approached through positivity and teamwork. Each member of the team plays a key role and their contribution is recognised and valued. Communication is considered essential – both within the team and with external stakeholders – and we strive to ensure that everything we do is purpose-driven and high quality. 




	Source and nature of management provided 

	
This role reports to the IoC’s Head of Marketing and Communications.




	Staff management responsibility

	
N/A




	Special conditions 

	
On occasions you may be requested to work outside regular office hours to support colleagues and the Institute’s objectives 


	Main duties and responsibilities 

	
1
	Website and other e-marketing communications (including social media)
1. Collating material and drafting and editing copy for the IoC’s newsletter, which is circuited to internal and external audiences 
2. Maintaining a social media plan, with daily planned posts that reference key dates, topical items and market/promote the IoC’s courses and events 
3. Collating material and drafting and editing copy for the IoC’s social media channels, including graphics
4. Monitoring and updating the IoC’s LinkedIn, Instagram and Twitter accounts and engaging with followers 
5. Engaging with accounts on social media channels to help grow our following
6. Compiling the monthly analytics for the social media channels and website, and tracking these items using spreadsheets
7. Updating information about the IoC on external websites and directories 
8. Creating fresh and up-to-date web content and posting the content to the IoC’s website using WordPress 
9. Providing ideas and input into the development of new e-marketing materials


	2
	Marketing collateral and publicity material 
1. Writing and producing marketing material (brochures, posters, flyers etc) using in-house programmes (e.g. Canva)
2. Sourcing student and stakeholder testimonials
3. Assisting the Head of Marketing in compiling media plans 
4. Responsible for the IoC’s publicity stands and promotional merchandise, including stock selection, replenishment and supply to events. 


	3
	Public Relations
1. Liaison with partners to request and collate information for internal and external publications
2. Proactively searching out information for PR purposes
3. Arranging interviews with members of staff where necessary. Maintaining a photo library and arranging external photo shoots and filming as needed
4. Maintaining regular (monthly) media monitoring and reporting using Melt Water
 

	4
	Advertising (printed media, social media, outdoor and new media) 
1. Supporting the Head of Marketing in booking, designing and tracking advertising as required 
2. Creative input into new advertising campaigns 
3. Assistance with proofreading, copy writing, editing copy and information collection


	5
	Events (physical and virtual)
1. Assisting the Head of Marketing in developing event plans, as needed
2. Event planning 
3. Assistance and coordination at events, as needed
4. Marketing support for events


	6
	Market analysis & planning and new campaign development
1. Input into the development of a new diversity focused learner engagement and recruitment campaign
2. Gathering market intelligence and data analytics and working with the Head of Marketing to analyse results in relation to the campaign KPIs 
3. Supporting the Head of Marketing in planning, researching, coordinating and implementing future campaigns 


	7
	General 
1. Ensuring compliance with GDPR, permissions given and logged etc 
2. Inbox management for marketing email traffic
3. Financial processing for marketing related purchases using the University of Bath finance system, Agresso
4. Budget tracking for marketing related purchases  
5. Provide general administrative support as required across the IoC central team in conjunction with other IoC coordinators


	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  You are required to follow all University policies and procedures at all times and take account of University guidance






Person Specification

	Criteria:  Qualifications and Training
	Essential
	Desirable

	Education to degree level or equivalent
	
	Y

	CIM or IDM qualification or equivalent
	
	Y



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Experience of planning, implementing and evaluating effective communications
	Y
	

	Demonstrable experience of using social media for communications and marketing purposes (Twitter, LinkedIn, Instagram, Facebook) 
	Y
	

	Wide-ranging editorial experience, including writing for the web and for internal/external audiences 
	Y
	

	Demonstrable experience of managing and developing content for digital channels (e.g. website, email, social media), in particular, experience with managing Twitter, LinkedIn and Instagram
	Y
	

	Experience working to style guidelines and following editorial procedures.
	Y
	

	Ability to use web analytic tools (e.g. Google Analytics) and able to extract, compile and analyse social media analytics 
	Y
	

	Able to meet accessibility guidelines and ensure published content is user friendly
	Y
	

	Experience working in a higher education setting.
	
	Y

	Experience producing a diversity focused recruitment campaign 
	
	Y



	Criteria: Skills and attributes 
	Essential
	Desirable

	Ability to prioritise a demanding workload with multiple deadlines 
	Y
	

	Proven strong written, oral and visual communication skills including report writing and presentations
	Y
	

	Ability to be adaptable and flexible, with a willingness to learn new skills
	Y
	

	Ability to produce content such as images, audio and video
	Y
	

	Capacity to manage and prioritise a high workload, often working to tight deadlines  
	Y
	

	Ability to edit websites using tools like WordPress
	Y
	

	Ability to work as part of a team and independently
	Y
	

	Flexibility and willingness to work “out of hours” when required
	Y
	

	Aptitude to deliver creative communications solutions in line with stakeholder needs and expectations
	Y
	

	Confident and articulate with an ability to persuade and influence others
	Y
	

	High levels of personal commitment and an attention to detail
	Y
	







	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.
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