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Job Description
	Job title:

	Marketing and Network Coordinator

	Department/School:

	Centre for the Analysis of Motion, Entertainment Research & Applications

	Grade:

	6 (part-time, 0.6 FTE)
(temporary, until 31 October 2025)

	Location:

	University of Bath


	Job purpose


	The Centre for the Analysis of Motion, Entertainment Research and Applications (CAMERA) was established in September 2015, as part of the Next Stage Digital Economy programme. The Centre has secured a second 5-year grant to progress our ambitious multidisciplinary research agenda. This is an exciting, UKRI funded, large-scale applied research collaboration across the Department of Computer Science, the Department for Health and Department of Psychology and broad range of external partners at the University of Bath. CAMERA is also a key partner of the £35m MyWorld programme, with teams working to create the next generation of content capture and creation tools for the creative industries across film, TV, games and immersive Virtual and Augmented/Mixed Reality. 
The Marketing and Network Coordinator will work with postgraduates, academics, businesses in the creative and healthcare tech industries, university administration and CAMERA management team, and must be both comfortable and credible operating within these environments. Excellent communication and organisation skills are vital.

Working under the guidance of the Directorate, through the Centre Manager, you will lead marketing activities for the centre and will organise and make arrangements for a range of events and meetings; liaising with staff and postgraduate students within the University of Bath and external partners and stakeholders to ensure the success of CAMERA’s events programme. 


	Source and nature of management provided 


	This post will report directly to the Centre Manager, but also take direction from the Innovation and Commercial Services Lead, Centre Director and Co-Directors.


	Staff management responsibility


	The post will not have direct management responsibility.


	Special conditions 


	Some events might require travel and overnight stay, either to attend or to plan.


	Main duties and responsibilities 


	1
	Marketing CAMERA and its facilities
· Lead CAMERA’s marketing activities; website and social media management to promote CAMERA to prospective businesses and partners (e.g. maintaining website content, blog posts, tweets, LinkedIn etc).
· Ensure that CAMERA events are marketed effectively to achieve good attendance.
· Encourage staff to take advantage of other event opportunities; highlight the benefits of attending and increase awareness of the events available, via the online events calendar, blog, social media and other routes.
· Ensure that events, successes and facilities of CAMERA are marketed and publicised effectively both online and in print.
· Liaise with University and Faculty marketing, website and public engagement staff as appropriate.
· Liaise with the MyWorld operations team at The University of Bristol to market and organise programme activities. 



	2
	Organising and Attending Events
· Devise, plan and coordinate events such as workshops, conferences, professional development activities, training events, partner and stakeholder engagement events (including invited presentations and CAMERA workshops), networking sessions, and the meetings of the governance committees and boards of the Centre.

· Take responsibility for the coordination of these events, including the finding and arranging of suitable venues and catering, and negotiating on costs to ensure that value for money is achieved.

· Arrange and attend open days and promotional events in collaboration with staff and students to promote the work within CAMERA, as well as to represent the wider university body to external partners or potential stakeholders.

· Ensure events are reviewed in terms of their objectives and reported as appropriate to the CAMERA management team.

· For all events, make arrangements to ensure that staff, postgraduate students and partners are booked to attend, with fees paid, hotels or meeting rooms booked, and travel tickets bought where needed.
· Be responsible for liaising with staff to identify, gather and organise ideas for appropriate events to enhance the research and impact of the Centre.


	3
	Turing Network Liaison

· Act as the primary administrative link between the Turing Institute and the University of Bath.

· Promote opportunities to engage with the Institute to University researchers and students to maximise the benefits of their involvement. 

· Set up and develop clear systems and distinct channels of communication within the university to enable the effective circulation and dissemination of Turing opportunities and information, including but not limited to: 

· Funding/grant opportunities 

· Promotion of schemes (for students, early career research and mid-senior level academics) 

· Events taking place across the Turing network 

· Call for input into government consultations 
· Act as a point of contact for individuals based at the university and respond to enquiries as required. 

· Translate Turing communications into university context and processes

· Support with Turing-related contracts and invoicing when there are delays or issues, or when stuck in the university system, and when all other avenues are exhausted. 

· Coordinate responses and complete an annual Turing survey on behalf of the University.

· Join a weekly Turing meeting to receive updates as required. 

· Attend a Turing liaison all day in-person meeting, held 1-2 times per year. 



	4
	Ensure regular and effective communication with colleagues and research students as well as external partners.


	5
	Be responsible for drafting and administering the allocated budget for events in collaboration with and as set by the Centre Manager.


	6
	Administrative tasks including minute taking, maintenance of mailing lists, data management and research reporting, and using the University’s finance system and travel booking system to purchase travel and catering.


	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. 
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Person Specification
	Criteria
	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I
	R

	Qualifications
	
	
	
	
	

	Good first degree or relevant equivalent qualifications.
	
	√
	√
	
	

	Knowledge and Experience
	
	
	
	
	

	Successful and relevant project management (ideally in event management), in situations where attention to detail is vital.
	√
	
	√
	√
	√

	Successful experience of managing a varied range of events and marketing campaigns.
	√
	
	√
	√
	

	Experience of working in higher education or training.
	
	√
	√
	√
	

	Skills
	
	
	
	
	

	Excellent communication skills, written and verbal.
	√
	
	√
	√
	√

	Excellent interpersonal skills.
	√
	
	√
	√
	√

	Sensitivity to handling high profile guests and industry leaders; social and emotional intelligence to handle such situations deftly.
	√
	
	√
	√
	√

	Team working skills – able to work with centre staff, students and other staff across the university and external partners, to ensure that events are planned and happen on time.
	√
	
	√
	√
	√

	Highly developed IT skills, including Microsoft Office tools. Ability to use technology effectively to improve communication and efficiency.
	√
	
	√
	√
	

	Ability to use social media and websites effectively for marketing purposes.
	√
	
	√
	√
	

	Ability to gather and communicate best practice in events management.
	
	√
	√
	√
	√

	Attributes
	 
	
	
	
	

	Flexible approach, especially when events are happening.
	√
	
	
	√
	

	Prepared to travel, especially with overnight stays when events are happening.
	√
	
	√
	√
	


Code: A/F – Application form, I – Interview, R - References
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