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JOB DESCRIPTION
Post Title:

Apprentice Marketing Assistant 
Purpose:


To support the High School Liaison Manager and Marketing Officer through the College’s external and internal marketing.
Responsible to:

The Principal through the High School Liaison Manager.
Liaising with:

Relevant staff with cross college responsibilities, eg. Heads of Department, teaching staff and Enrichment Coordinators.
Working Time: 
Full time – 36.25 hours per week.  Core working hours Monday-Friday 8:30am – 4.30pm.  However, flexibility is essential as some evening work will be required for which lieu time will be given.   

Full Year
Grade:


Support
Salary:


From £4.81 per hour
Main Duties and Responsibilities:

· General office administrative duties- helping prepare for internal marketing events, e.g. Open days, enrolment
· Attending partner school careers and progression events e.g., careers fairs, open evenings
· Supporting the work towards 16-19 recruitment and admissions
· Supporting designated college marketing activities

· Contributing ideas to social media communications – Facebook, Twitter, YouTube, Instagram and others
· Contributing, maintaining, and developing material for publication on the College website
· Liaising with a variety of college staff to source, produce and distribute press releases.

· Flexible working which will involve evening working

Staffing
Staff Development

· To undertake staff development where appropriate.

· To take part in the College’s Appraisal Process.
Communications

· To ensure familiarity with the aims and objectives of the marketing strategy.

· To liaise with relevant external bodies as appropriate.

Management of Resources
· To contribute to the maintenance of an attractive working environment in your area.
Other
· To support the aims and objectives of the College.

· To attend meetings as appropriate.

· To undertake any other duties the Principal or his designated alternate may reasonably direct from time to time within the context of the St John Rigby College contract.

· This Job Description is subject to periodic review and amendment.

	It is agreed that the above is a brief and concise description of the above job.
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