
 

 
 

Marketing and External Communications Project Manager 

 

The Role 

To develop and deliver the College’s Marketing and External Communications strategy in order that 
the local community is better aware of the outstanding opportunities the College offers - so that 
prospective students, parents and staff understand the benefits of choosing this college. The College 
is entering a phase of planned growth and this role will play a key part in securing this growth with 
strategic support and guidance from the Central Trust team. 
 
The Marketing and External Communications Project Manager will report to the Head of College and 
will be directed to provide support on a day to day basis by both the Head of College and Central 
Marketing team. They will also work closely with the student recruitment lead.  The Marketing and 
External Communications Project Manager will also be required to produce and present data driven 
reports to the governing body and other key stakeholders. 
  

Duties and responsibilities 
 

Brand Development 

● Work with the key stakeholders to ensure effective positioning and understanding of the 

College’s brand to secure growth 

● Conduct market research to support the development and evolution of the Connell Co-op 

Brand in it’s next phase of growth 

 

Website and Online Presence and Media Strategy  
● Oversee the maintenance and review of the College website, in accordance with the 

Trust’s protocols, ensuring that it supports the College’s recruitment strategy and 
optimises conversions from website visits to applications. 

● Develop and implement a digital marketing strategy that helps the College reach more 
potential students and convert them into applicants, including targeted advertising and 
SEOs  

● Ensure effective use and expansion of social media as a means of the key messages of 
communication within our local community and in particular to local schools, applicants and 
potential applicants and their families.  

● Ensure effective engagement with social media outlets for partners, alumni and feeder schools 
to increase our brand presence  

● Develop the use of social media so that it supports an increase in the conversion rate from 
applicant to student 
 

Copywriting  
● Develop, collate and edit creative, well-written material (and edit copy written by others) for a 

variety of media and purposes such as: the prospectus, flyers, website, newsletters, press 
articles and advertisements and to develop this using the full range of available media.  
 

Advertising, Directories and PR  
● Ensure effective press coverage, including identifying opportunities for stories and events, 

obtaining feedback about such events from those who have been responsible for them, 
preparation of press releases, regular liaison with local and national press, and coordination of 
copy production for marketing supplements, etc.  

● Ensure the college’s entry in online and printed college directories is up-to-date 
and accurate.  



● Evaluate existing advertising strategies and implement new ones, in particular digital 
and ways to increase the conversion rate from applicant to student 
 

 

Visual Imagery  
● Plan and coordinate formal and informal photographic opportunities that support marketing the 

College.  
● Maintain and manage a well-catalogued photographic library, for promotional use in whatever 

form.  
● Plan and coordinate the use of moving image to support marketing the College.  

 

Design  
● Oversee the production of promotional materials such as advertisements, the 

prospectus, flyers and newsletters for external audiences, including events such as 
Open Days as directed  

● Liaise with external printers to manage the production process and ensure that material is 
produced on time, to a high quality and that it is value for money.  

● Oversee the ordering of publicity materials such as those which might be given during 
careers fairs or open events 

● Support with compiling presentations for members of the senior leadership team, such as 
those for open evening events.  

 
Other Responsibilities  

● Assist in planning, implementing and evaluation of all marketing and recruitment initiatives and 
contribute to the on-going process of developing the college’s marketing strategy.  

 
The duties of this post may vary from time to time without changing the general character of the post or 
of the level of responsibility within it. 
 
 
The Co-op Academies Trust, as an aware employer, is committed to safeguarding and protecting the 
welfare of children and vulnerable adults as its number one priority. This commitment to robust 
recruitment, selection and induction procedures extends to organisations and services linked to the 
Trust on its behalf. We value variety and individual differences, and aim to create a culture, environment 
and practices at all levels which encompass acceptance, respect and inclusion. All our colleagues are 
expected to demonstrate a commitment to co-operative values and principles and the Ways of Being 
Co-op 
 

The College is committed to the safeguarding and welfare of children and young people and expects 
all its employees and volunteers to share this commitment. This post is exempt under the 
Rehabilitation of Offenders Act 1974 and the successful applicant will be subject to an enhanced 
check by the DBS 
  



Person Specification  

Qualifications and Experience 
● Minimum educational qualifications to A Level or equivalent, and including maths &  

English GCSE at grade C or above  
● Minimum 3 years experience of working in marketing and communications  
● Degree level education (or equivalent) in related field e.g. marketing  
● Experience of working in an educational, charity or public sector setting 

● Experience in working to measured performance targets and KPIs 

 
Essential 

 
Essential 
Desirable 
Desirable 
Desirable 

Knowledge and Skills 
● High level of numeracy and literacy skills  
● High level of interpersonal and communications skills. Ability to work closely with 

staff, students, parents, press and others.  
● Excellent writing skills, with the ability to adapt style to convey the relevant 

messages accurately and effectively.  
● A high degree of organisational ability; there is a need to be versatile, to be 

good at working under pressure, accurately prioritising tasks, and to be able to 
cope with competing and changing demands and deadlines.  

● Excellent IT skills, and a willingness and aptitude to develop these, are essential. 
In particular knowledge and experience in the use of social media.  

● Existing knowledge of Adobe Photoshop, Adobe In-Design (or similar)  
● A sound knowledge of image, style and branding and flair for a range of creative 

and effective design work, from adverts to posters, websites to newsletters and 
other internal and external printed publications.  

● An understanding of trends in the communications market and the need to use 
this effectively with appropriate standards of style and branding. 

● Empathetic towards students and staff. 
● A total commitment to issues of confidentiality and ensuring that others do so. 
● Ability to work as part of a team. 

● Experience in content marketing, content growth and SEO 

● Experience working with Wordpress CMS 

 
Essential  
Essential  

 
Essential  

 
Essential  

 
 
Essential  

 
Essential  
Essential 

 
 

Essential 
 

Essential 
Essential 
Essential 
Desirable 

 
Essential 

Qualities 
● Accuracy and excellent attention to detail, the desire and ability to take 

ownership of tasks and see them finished on time and to a high standard.  
● Ability to operate effectively as a member of a team with minimum supervision. 
● Be self-motivated and proactive.  
● Excellent attendance and time-keeping  
● An understanding of the nature and scope of equal opportunities. 

 
Essential  

 
Essential  
Essential  
Essential 
Essential 

Commitment 
● Commitment to the aims and ethos of the College. 
● Willingness to carry out duties at College afternoon or evening events and 

occasionally at weekends. 
● Smart, professional appearance. 
● Ability to show tact and discretion. 
● Willingness to represent the College at events as directed, including out of hours 
● Commitment to demonstrating a responsibility for safeguarding and promoting the 

welfare of young people. 
● An understanding of and empathy with the Trust’s and college’s aims and values, 

together with a commitment to the college community, its purpose and future 
success.  

● Co-operative values and principles  
● Equal opportunities and social justice  
● Safeguarding and protecting the welfare of children  

● Ongoing professional development 

 
Essential 
Essential 
Essential 
Essential 
Essential 
 
Essential 
 
Essential 
 
Essential 
Essential 
Essential 
Essential 
Essential 



 

In addition to a candidates’ ability to perform the duties of the post, the interview will also explore 
issues relating to safeguarding and promoting the welfare of children including;  

 Motivation to work with children and young people  

 Ability to form and maintain appropriate relationships and personal 
boundaries with children and young people Emotional resilience in working 
with challenging behaviours  

 Attitudes to use of authority and maintaining discipline  
 


