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                                                                                                                          Job Description

	Job Title:
	Content Marketing Coordinator (Programmes)

	Department/Division/Faculty:

	Imperial College Business School

	Campus location:
	South Kensington

	Job Family/Level:                           

	Professional Services, 3a

	Responsible to:             


	Content Marketing Manager

	Line Management responsibility for:                  
	n/a

	Key Working Relationships (internal):
	Head of Programmes Marketing; Marketing Manager; Content Marketing Coordinators; Marketing Coordinators; Head of Programmes Recruitment; Student Recruitment Managers; Director of Global Marketing and Recruitment; Admissions Managers; Marketing and Communications Manager; Programme Directors; Programme Managers; Alumni team; Careers team;

	Key Working Relationships (external):
	PR agency, other external service suppliers including media planning and design agencies, production companies, videographers and photographers.

	Contract type: 
	Permanent


	Purpose of the Post

To support the Content Marketing Manager to produce marketing content to promote the School’s degree programmes that position Imperial College Business School’s degree programmes competitively amongst the world’s top business students. To execute the creation of marketing content and communications strategies, that will attract interest, enquiries and applications from high calibre potential students from across the world. 

The post supports the wider objectives of the Marketing, Recruitment and Admissions teams of meeting targets for the quantity, quality and diversity of students.


	Key Responsibilities

· Implement the content marketing strategy for programmes, that supports the wider Programmes Marketing and Recruitment strategy for the Business School

· Write excellent copy, upholding the brand voice, across various content forms including for blogs, brochures and website, as well as improving existing programmes copy to be more engaging and highlight the programme USPs. Confident proofreading the work of others

· Produce and oversee the production of content across various mediums to be used in multi-channel marketing campaigns, that generate leads and applications for the School’s postgraduate and undergraduate programmes, and support the School’s brand positioning

· Distribute content via key marketing channels such as the website, social media, email marketing and third-party advertising
· Lead the student Content Creator Scheme together with the second Content Marketing Coordinator
· Analyse, evaluate and report on individual content marketing activity, utilising marketing analytics

· Work with the Content Marketing Manager to produce content for the launch of new programmes

· Coordinate with external suppliers to implement small and large-scale content-led projects
· Coordinate directly with the PR agency to fulfil requests and proactively pitch story ideas to achieve press coverage that raises awareness of our programmes

· Ensure that you are integrating marketing activity with the activities of other teams involved in the student recruitment journey and reflects strategic priorities around programme priorities, quality and diversity goals

Creation of content

· Under the guidance of the Content Marketing Manager, work proactively to produce content that communicates the strengths of our programmes and attracts prospective students to Imperial College Business School. Content types will include written articles and blogs (such as student profiles, success stories, programme highlights, student-generated content, social media, website content, employment reports and class profile documents), and other marketing materials such as digital brochures. Photography and videography skills will be needed to support the creation of some content, but further training can be provided
· Write engaging and inspiring copy to showcase new and existing programmes. Work following the School’s style guide to produce on-brand content across all mediums, and ensure adherence to brand guidelines from student and staff contributors

· Oversee the production of videos, podcasts and photography from the creative briefing process to finish. Support with video, photo and podcast editing.
· Work with a network of contacts in the School and College to source and share programme-related content. Where appropriate train, support and empower these contacts to become active contributors to channels such as blogs and social media

· Utilise SEO best practice to and produce and optimise existing content that supports the team’s SEO strategy

· Ensure that digital content meets the quality standards laid out by the Content Marketing Manager and adheres to accessibility and usability standards

· Support the production of student-generated content for use on the website and in marketing campaigns, including student blogs and student-generated videos. Support in the selection, training and monitoring of student bloggers and guest contributors

· Work collaboratively with the wider marketing team in the production of marketing materials such as the digital brochure, including copywriting and inclusion of quality content
· Work with the Content Marketing Manager and wider Programmes Marketing team to develop and improve existing content, including website and brochure copy, and execution of e-mail marketing campaigns

PR

· Work with an external PR agency to amplify recent programme news in the business educations press, including recommending students and alumni to match requests from journalists to interview.

· Generate story ideas that can be pitched to the PR agency, and source student, alumni, staff or faculty case studies to support in securing press coverage that raises the profile of our programmes externally

Distribution of content

· Post new content to the School’s website and other digital channels, and amplify on social media channels, working to planned schedules, in collaboration with the wider marketing teams. Repurpose existing content to be optimised for the different social media channels, keeping up to date with developments and emerging social media channels
· Amplify content through paid marketing campaigns, working closely with the Content Marketing Manager to integrate content marketing within the Programmes Marketing team’s wider approach to paid advertising

· Assist in embedding content within student application journeys utilising automation to deliver inspiring and timely content to the relevant stage of the student journey. Utilising marketing software and CRM to do so (such as HubSpot and Salesforce)

Marketing analytics

· Work with the Content Marketing Manager to utilise marketing analytics tools to report on appropriate engagement and performance metrics, and KPIs for each channel and different types of content. Use analytics to effectively measure the impact of content marketing activities, in alignment with the School’s strategic priorities

General

· Work closely with the Content Marketing Manager (Programmes) monitoring a budget allocation to implement content marketing activity. Complete and maintain marketing finance records including raising purchase orders and processing invoices
· Working closely with the Marketing Manager and Marketing Coordinators to ensure that digital content (such as content articles, videos, student blogs and podcasts) is embedded throughout the student recruitment journey, from lead acquisition to enrolled student
· To work closely with the Content Marketing Manager to ensure that content produced is complimentary to campaigns run by the wider Marketing team

· Liaise with external suppliers, such as videographers, photographers, design agencies, media agencies and other creative agencies as necessary



	Person Specification

	

	Requirements
Candidates/post holders will be expected to demonstrate the following
	Essential (E)/

Desirable (D)

	
	

	· Education
	

	A degree, or equivalent, ideally in Business, Marketing, English, Journalism, Communications or Media Production, or equivalent experience in a similar or related role(s)
	E

	A professional qualification in marketing or PR, such as CIM Diploma, or equivalent
	D

	Experience
	

	Experience delivering and evaluating content-led digital marketing and communications activities
	E

	Experience of working in a customer-focused sector
	E

	Experience of using web and social media management, monitoring and marketing analytics tools/software
	E

	Experience conducting interviews and writing content for digital channels
	E

	Experience working within a set of brand messages and identity guidelines
	E

	Experience using a CMS (Drupal preferred)
	E

	Experience working with internal/external public relations teams to deliver PR strategies
	D

	Experience using CRM and marketing automation tools (HubSpot preferred)
	D

	Experience of working in a Higher Education marketing or communications role
	D

	Knowledge
	

	Knowledge of social media channels (e.g. Facebook, Instagram, YouTube, Twitter, LinkedIn and TikTok)
	E

	Knowledge of SEO principles and digital marketing and communications practices and trends
	D

	Experience executing user-generated content marketing campaigns
	D

	Knowledge of the blogging and content production ecosystem around HE and degree programme marketing
	D

	Skills & Abilities
	

	Highly skilled at writing across multiple audiences and channels (including website, email and social channels) and the ability to adhere to style and tone of voice guidelines
	E

	Excellent written English, as well as ability to write engaging copy and first-rate proofreading and editing skill with excellent attention to detail
	E

	Technical understanding of content marketing and the ability to pick up new tools quickly
	E

	Excellent interpersonal and communication skills, with ability to build relationships with colleagues of all levels 
	E

	Strong administrative and organisation skills and great attention to detail
	E

	Excellent time management skills and the ability to manage concurrent deadlines and competing priorities, and complete projects on time 
	E

	Demonstrable initiative and enthusiasm, and the ability to work independently and as part of a team, with the can-do approach needed to identify and produce a story
	E

	Able to analyse and interpret quantitative and qualitative data to inform future marketing activity
	E

	Creative and confident in suggesting ideas of how to improve and innovate
	E

	Passionate advocate of social media and digital content
	E

	Understanding of legal and regulatory frameworks such as GDPR and CMA guidelines
	E

	Strong IT skills: MS Office 365 (Word, Excel, PowerPoint, Outlook), and Adobe Creative Suite (particularly Photoshop and InDesign) and the ability to learn and use other software packages
	E

	Photography skills
	D

	Video production and editing skills
	D

	Podcast creation and editing skills 
	D


	Please note that job descriptions cannot be exhaustive, and the post-holder may be required to undertake other duties, which are broadly in line with the above key responsibilities.

Imperial College is committed to equality of opportunity and to eliminating discrimination. All employees are expected to follow the Imperial Values & Behaviours framework. Our values are: 

· Respect              

· Collaboration

· Excellence          

· Integrity

· Innovation

Employees are also required to comply with all College policies and regulations paying special attention to: Confidentiality, Conflict of Interest, Data Protection, Equal Opportunities, Financial Regulations, Health and Safety, Information Technology, Smoking, Private Engagements and Register of Interests. They must also undertake specific training and assume responsibility for safety relevant to specific roles, as set out on the College Website Health and Safety Structure and Responsibilities page.

We are committed to equality of opportunity, to eliminating discrimination and to creating an inclusive working environment for all. We therefore encourage candidates to apply irrespective of age, disability, marriage or civil partnership status, pregnancy or maternity, race, religion and belief, gender identity, sex, or sexual orientation. We are an Athena SWAN Silver Award winner, a Disability Confident Leader and a Stonewall Diversity Champion.

The College is a proud signatory to the San-Francisco Declaration on Research Assessment (DORA), which means that in hiring and promotion decisions, we evaluate applicants on the quality of their work, not the journal impact factor where it is published. For more information, see https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
The College believes that the use of animals in research is vital to improve human and animal health and welfare. Animals may only be used in research programmes which are ultimately aimed towards finding new treatments and making scientific and medical advances, and where there are no satisfactory or reasonably practical alternatives to their use. Imperial is committed to ensuring that, in cases where this research is deemed essential, all animals in the College’s care are treated with full respect, and that all staff involved with this work show due consideration at every level. Find out more about animal research at Imperial.



