
 
  

 
 

Job Description  
 

Job title Marketing and Communications Officer 

Department WMG 

Grade 6 

 
 

Job purpose (a 
brief summary 
of the role) 

To support WMG’s marketing and communications strategy by leading on campaign 
implementation and undertaking diverse and impactful marketing initiatives. Play a vital role in 
developing and delivering marketing plans, ensuring effective campaign execution, and driving 
engagement to achieve our objectives.   
 

Duties and 
responsibilities 

1. To develop and deliver marketing and communication plans to support the objectives 
and needs of our business, education and research portfolios, considering their target 
audiences and desired outcomes of marketing activities.  

  
2. To create integrated marketing and communication campaigns, utilising all appropriate 

channels, to meet agreed marketing and communication objectives, ensuring activities 
are data driven, measured and the appropriate Marketing Manager has 
visibility.   Recommend the content of those campaigns, including working with internal 
stakeholders to establish objectives and desired outcomes messaging, understanding of 
market and target audience, understanding of the competition, and use of appropriate 
channels (website, brochure, social) and mechanisms to evaluate, optimise and report 
on outcomes.  

  
3. To plan and manage a wide variety of online and in-person events and exhibitions both 

on and off-site. This will include WMG led events, University wide events such as open 
days and technology showcases, and commercial shows at exhibition venues. To work 
with the appropriate internal stakeholders to meet the objectives of events and 
evaluate the return on investment for WMG. This might include recruiting and 
managing a team of student ambassadors and/or coordinating staff participation and 
engagement in the event. 
 

4. To plan and deliver social media campaigns, including the development of digital 
content (videos, ecards, articles), researching hashtags and influencers, generating 
engagement and relevant new followers, proactivity seeking out the latest trends and 
assessing relevance for WMG. To work with the WMG Social Media Officer to ensure 
consistency across all WMG social channels. Evaluate and report on the effectiveness of 
activity.  This might include recruiting and managing a team of student ambassadors or 
engaging staff   to produce content or provide testimonials.  

  
5. To lead on the development and production of digital and non-digital marketing 

collateral for campaigns and our education, research and business portfolios (posters, 
flyers, brochures etc.) This may include involvement in the concept, copywriting, 
photography, design and distribution of the materials.  This will involve negotiating 
with internal and external suppliers for design and print, as well as monitoring and 
maintaining stock levels of marketing materials and sourcing images. This will mean 
working with the corporate marketing team to ensure all collateral aligns to WMG 
brand guidelines.  

  
6. To develop high quality engaging and authentic photography and videography to 

support creation of content and collateral at WMG. This will involve arranging 
photoshoots and quality controlling delivered images. For video content it will involve 



creating appropriate video briefs and scripts, organising and supervising film shoots, 
managing external suppliers and reviewing and signing off final content.   

  
7. To plan and manage paid advertising campaigns, including briefing and managing 

agencies or suppliers, sourcing appropriate print and digital media and confirming key 
details such as audiences served, key deadlines and format requirements.  This involves 
monitoring performance, optimising accordingly and reporting regularly on impact.  
 

8. Support all stages of the marketing activity funnel and collaborate with business 
development and student recruitment teams/research and project support offices as 
needed to achieve the goals of WMG’s strategy.  

  
9. To manage the development and maintenance of high-quality, engaging website 

content and working with the WMG Digital Marketing Officer to support the website 
strategy. This includes generating ideas and briefs for new web initiatives, writing or 
coordinating engaging and impactful content, researching keywords, writing meta data 
and on-page content for SEO, creating, user testing, link building and outreach. To use 
analytics to monitor and report traffic, and take appropriate action to increase visibility, 
usage and reduce bounce rates. Working with internal and external suppliers on 
integration of CRM platform and forms, ensuring pages meet accessibility standards.  
 

10. To undertake market research, for example desk research for new courses or product 
offerings, creating online surveys to understand our audiences, organising focus 
groups, competitor benchmarking or commissioning market research with a 
professional agency.  
 

11. To support the identification and production of press and editorial opportunities, and 
responsible for the copywriting of WMG Success Stories and case studies. Working with 
the wider WMG marketing and MCI teams to ensure consistency with WMG press 
activities.   

  
12. To raise the profile and reputation of the relevant WMG business, education and 

research portfolios by producing and communicating news stories through internal and 
external communications channels e.g., weekly staff bulletin and regular liaison with 
university communication colleagues to ensure opportunities are optimised.  

13. To report on key metrics, analysing and interpreting trends and providing actionable 
insights based on available analytics data across all channels.  

  
14. To collaborate across WMG and the University of Warwick to contribute to the 

continued professionalisation and improvement of all WMG marketing and 
communications activities, proactively seek out the latest marketing trends and 
developments to be able to assess the relevance and importance for WMG.   

 

  



 

Person Specification 
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications 
required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) 
Interview, (d) Presentation.  

 

Essential 
Criterion No. 

Essential Criterion Description  Measured by 

E1 Educated to Degree level or equivalent experience. A 

E2 Significant experience in a marketing role. A,B & C 

E3 Experience of developing and writing content for a variety of channels e.g., 
web, brochures, campaigns, case studies, editorial. 

A,B & C 

E4 Experience of managing and delivering successful events. A,B & C 

E5 Experience of websites, including experience of using content management 
systems, web editing and some SEO knowledge. 

A,B & C 

E6 Experience of delivering integrated marketing and communications campaigns. A,B & C 

E7 Experience of working with external agencies. A,B & C 

E8 Ability to convey complex information effectively to a range of markets and 
audiences. 

A,B & C 

E9 Knowledge and experience of marketing and communication strategies and 
plans, and measurement against KPIs. 

A,B & C 

E10 Knowledge and demonstrated experience of digital marketing to reach and 
connect with audiences e.g., developing social media campaigns, producing 
videos or other digital assets. 

A,B & C 

E11 Excellent organisational and project management skills with accuracy and 
attention to detail even under time constraints. 

A,B & C 

E12 Excellent interpersonal skills with an ability to work with ease with colleagues 
at all administrative and academic levels. Ability to establish and maintain 
effective working relationships with colleagues, external partners, and 
agencies. 

A,B & C 

 
 

Desirable 
Criterion No. 

Desirable Criterion Description  Measured by 

D1 Working in Higher Education, manufacturing and/or technology industries 
would be highly advantageous. 

A & C 

 


