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	Job Description & Person Specification

	Post title: Marketing Campaigns Coordinator 
	Post No: XXXXX

	School or Department: CAMS: Communications, Admissions, Marketing and Student Recruitment
	Date created: 

	Grade: E
	Hours per week: 37

	Fixed term end date (if applicable): 

	Other requirements of the role:

	Immediate line manager: Paid Campaigns Manager

	Title & Grade of posts line managed by post holder: None



Job purpose:
Based with the central marketing and campaigns team, to assist the development and implementation of marketing plans with a specific focus on digital paid media campaigns. Working across the Communications, Admissions, Marketing and Student Recruitment (CAMS) team and the wider University, to support the delivery of agreed student recruitment and brand/reputation related marketing priorities. 

Principal duties and responsibilities:

The following duties and responsibilities represent the key functions of the role, with a degree of flexibility based on evolving university priorities:

1. Contribute to and assist with the delivery and implementation of digital paid media campaigns to support student recruitment, brand and reputational objectives. 

2. Support the implementation of Paid Media channels including but not limited to Paid Search and Paid Social. Duties include managing a range of in-house campaigns working across the full cycle of set up, delivery, optimisation, evaluation and reporting.

3. Conduct regular analysis and optimisation of paid campaigns including management of budgets, A/B testing, adjustments to ad copy, keywords and extensions to drive CTR and conversion rate.

4. Regularly review and analyse campaign KPIs to evaluate effectiveness, develop action plans and ensure best use of budget and innovative approaches. 

5. Support the Paid Media team in developing best practice documents and processes that keep NTU at the forefront of the digital marketing industry. 

6. Use a range of data analytics and visualisation tools to track performance and report on paid media campaigns (including Google Ads, Google Analytics, Google data studio and more). 

7. Closely monitor third party activity and identify trends and insights to ensure NTU maintains a competitive edge.

8. Research and analyse competitor advertising campaigns, providing the central marketing team with regular reports to inform decision-making.

9. Keep up to date with trends in the sector and beyond, including innovations and new product developments through horizon scanning. 

10. Write copy for a range of channels, from digital profiles to display and paid media channels such as Meta & Google ads. 

11. Manage the day-to-day administration duties including: Managing the paid media inbox. setting up tracked URL’s, raising purchase orders and ensuring compliance with relevant University policies and procedures.

12. Undertake any training and development deemed appropriate for the position.

13. Develop and maintain trust based working relationships with colleagues across the University which enhance the reputation of the CAMS Department amongst internal and external stakeholders.

14. Undertake any other duties required which are within the scope and grade of the post, including providing cover and support for other colleagues at busy times and in cases of absence.

15. Support the broader work of the student recruitment marketing team as required.

16. Represent the University as required at internal and external events.

N.B. The post holder will be required to support the delivery of events, which may fall outside of core working hours
i.e., evenings and weekends. This includes (but is not limited to) Open Days, Graduation, Enrolment, Confirmation and Clearing, Commercial/Research Events, Student Events, External Events.
 
The post holder will be required to support the delivery of Marketing campaigns and activity, which may fall outside of core working hours i.e., evenings and weekends. This includes (but is not limited to) telephone campaigns, recruitment activity, recruitment fairs.

The post holder may be required to be available on-call to cover specified out of hours duties or in an emergency situation.
 
The post holder may be required to undertake any other duties, which may reasonably be required as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the Job Description in specific terms.

 
	Personal Attributes

	Attributes
	Essential
	Desirable

	Knowledge
	Knowledge of current theory and practice in relation to paid media activity.


	Awareness of the UK Higher Education sector.

 Awareness of industry updates and the latest developments. 


	Skills
	Strong numerical and excel skills with experience with numbers, data analysis and reporting. 
Excellent interpersonal skills, with good communication skills (written and verbal).

Copywriting skills for print and online materials.

Able to work effectively as a team member with a willingness to deliver hands-on help as part of a team.

Demonstrable initiative and enthusiasm, and the ability to successfully multi-task.
	
An interest and passion for starting a career in marketing / digital content / advertising / campaigns / social media

Some platform experience and familiarity in utilising marketing platforms and tools. 





	
	Ability to interpret numeric data and demonstrate investigative research and analytical skills.

An ability to provide a customer-focused service to a range of customers.

Good multi-tasking and organisational skills with the ability to prioritise.

Strong attention to detail. 

	

	Experience
	Relevant experience in a service- led consumer marketing environment.

Experience of managing/delivering projects against objectives and on time.
	Experience working on paid media campaigns including paid search and paid social.


Awareness of Google Ads, Google Analytics, and Meta Ads Manager.


	Qualifications
	Educated to degree level or have an equivalent professional qualification or can demonstrate relevant work experience.
	

















































	Competencies

	Essential Competencies
	Desirable Competencies

	Team Working (Level 2)
Contributes to team development, seeking and testing improvements to the team’s outputs/service.

External Customer Focus and Insight (Level 3) Anticipates needs of customers, seeking evidence of demand from market(s). Translates external demand to internal stakeholders.

Adaptability (Level 2)
Responds positively to change, supporting others in managing transition and being flexible in approaches to job role. Is aware of own strengths and areas for development. Seeks feedback on own work.

Making Informed Decisions (Level 2)
Is aware of the data/information/research available to inform and develop areas of work. Keeps up to date with information and its quality in order to make judgements.

Organisation and Delivery (Level 2)
Plans time taking account of organisational priorities and other colleagues’ work roles to achieve results.

Leading and Coaching (Level 1)
Displays high personal standards, gives and receives feedback and ensures that colleagues are aware of their roles and responsibilities. Leads by example.

Internal Relationship Management (Level 2) Works to identify customer needs. Seeks feedback and develops service delivery accordingly. Influences
and develops ideas to enhance customer satisfaction.
	



[N.B All competencies should be drawn from the NTU Competency Framework]
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