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Job Description
	Job title:

	Marketing and Communications Coordinator

	Department/School:

	Centre for the Analysis of Motion, Entertainment Research & Applications (CAMERA), Core Research Facilities

	Grade:

	6 (part-time, 0.6 FTE)
Temporary, until 01 March 2028

	Location:

	University of Bath


	Job purpose


	The Centre for the Analysis of Motion, Entertainment Research and Applications (CAMERA – https://camera.ac.uk) specialises in the research, capture and portrayal of motion, bringing together work that can be applied across disciplines. Using cutting edge technology, we explore and push the boundaries of what is known and what is possible for the benefit of the creative industries, health, rehabilitation, biomechanics, sports performance, psychology and much more. Our state-of-the-art studio includes a virtual production stage, a motion capture volume, photogrammetry body and face rig as well as virtual reality and 3D scanning equipment.

CAMERA is 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. 
You will lead marketing activities for the centre and coordinate across Core Research Facilities, 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 the CAMERA and CRF events programmes. 




	Source and nature of management provided 


	This post will report directly to the Centre Manager, but also take direction from the Core Research Facilities Head of Operations.


	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
	Marketing and communications for the Core Research Facilities to both internal and external users 

· Plan and manage the pipeline of CRF related marketing and communications activities, in line with the recently developed CRF marketing plan. This will include the following channels: internal and external facing webpages, social media posts and blogs, and development of industrial case studies and corporate literature, and includes working with CRF colleagues to write the content and copy of these communications.
· Take responsibility for the CRF webpages, keeping them updated with new content.
· Manage the contents, design, production and distribution of a regular e-newsletter for Bath researchers, promoting the services available and highlighting news stories.
· To source and edit photos, create content plans for publications and liaise with designers and the University’s print services team to produce effective communications materials to agreed timescales and standards.
· Develop and produce printed marketing collateral such as banner stands and signage, posters, and corporate literature.
· Work with the CRF Leads, University of Bath Events Teams and RIS colleagues to support regular Facility showcase events for both internal and external users. Occasionally attend events taking place out-of-hours, or off-campus, by prior arrangement, and for which time off in lieu can be claimed. 
· Monitor and analyse communication effectiveness of email, web and social media.
· Monitor marketing communications budgets to ensure that any activities remain within allocated budgets.



	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 CAMERA Centre Manager and CRF Head of Operations.


	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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