
 
 

JOB DESCRIPTION 
 
NOTE This job description does not form part of the employee’s contract of 
employment but is provided for guidance. The precise duties and responsibilities of 
any job may be expected to change over time. Job Holders should be consulted over 
any proposed changes to this job description before implementation. 
 
JOB TITLE: Marketing Executive (UG&PG) 
 
REPORTS TO:  Marketing Campaigns Manager (PG & Short Courses) 
 
DEPARTMENT: Marketing, Communications & Development 
 
GRADE: NG4 

PURPOSE: 
To support the innovative and digital first approach to marketing through the planning, 
delivery and evaluation of marketing activities (offline and online) including campaigns, 
events, and digital and printed collateral, to raise the profile of the University brand, 
promote its vision and crucially to support the delivery of student recruitment targets 
and other income generating opportunities. 
 
PRINCIPAL ACCOUNTABILITIES: 
1. Support the Marketing & Campaigns team with the planning, delivery and 

evaluation of a range of targeted marketing campaigns, aligned to the University’s 
marketing strategy. This will include events, out of home media, publications, paid 
social, display, online advertising and PPC, CRM, emails, video, blogs, web, 
application development, webinars and online Q&As. 

2. Manage the marketing and promotion of student recruitment (undergraduate / 
postgraduate) and high-profile events such as undergraduate open days, 
postgraduate information evenings, applicant days and online activities such as 
webinars and online Q&As. 

3. Create engaging copy for a various marketing channels such as email 
communications, digital publications and websites. Assist in planning user journeys 
across our digital channels and work on the university website as necessary to 
improve content. 

4. Work with the Design team to produce high quality marketing collateral and 
customer touch point content such as online and print advertisements, publications, 
promotional materials, videos, social content, photography shoots, webinars, blog 
posts and student profiles. 

5. Work consistently with third parties and ensure the University’s needs are met and 
agencies deliver quality and value for money, on time and on budget.  



 
6. Monitor the effectiveness of marketing activity by tracking campaigns and reporting 

on campaign analytics to support the continual development of marketing activity. 
Report on the campaign status to the Marketing Campaigns Managers. Provide 
expertise and training to Westminster University staff on search engine 
optimization, digital analytics and market research. 

7. Maintain a schedule of advertising on targeted websites that supports student 
recruitment activity. 

8. Work with the Admissions Team, the CRM team and Conversion Officers to support 
with marketing aspects of conversion campaigns. Always demonstrate excellent 
collaborative working. 

9. Be an ambassador for the Marketing, Communication and Development 
Department, always working constructively, positively and collaboratively with 
colleagues and stakeholders, and to undertake any other duties as appropriate and 
as required by the Marketing Campaigns Managers from time to time. 

 
CONTEXT: 
The Marketing Executive is a member of the Marketing & Campaigns team, which 
exists in the Marketing, Communications and Development (MCD) Department. MCD 
ensures a consistent, coherent, value for money and impactful approach to marketing 
communications supporting income generation through brand development, reputation 
management, student recruitment and corporate positioning. 
 
The Marketing & Campaigns team has a fundamental responsibility to maximise the 
promotion of the University of Westminster to a range of external audiences, 
stakeholders and the wider public, and across a range of campaigns, channels and 
markets, with varied purposes and missions. There is a strong alignment to student 
recruitment and engagement within this team’s focus. The post holder will play a key 
role in income generation to the University, not just in student recruitment terms, but in 
delivering campaign activities which promote the University of Westminster brand with 
alumni, donors and sponsors. The Marketing Executive is an important ally to the 
Marketing Campaigns Managers, supporting the delivery of expertise and advice to 
colleagues.  The post holder ensures marketing campaigns are operationally aligned 
with communications channels and departments within the University to strengthen the 
impact of marketing activity. The role holder helps to ensure a consistent, coherent, 
value for money and impactful approach to marketing communications. The work will 
involve liaising with external agencies to help deliver on University campaigns.  
 
The University requires all post holders to have an understanding of individual 
health and safety responsibilities and an awareness of the risks in the work 
environment, together with their potential impact on both individual work and that 
of others. 
 
DIMENSIONS: 
The post holder will be expected to foster work collaboratively on projects and to deliver 
a culture of sharing knowledge and information. The activities undertaken by the role 
holder have a direct impact on the way in which the Marketing and Campaigns budget 
is spent, although not directly responsible for oversight of the budget.  
 
Staffing: This post holder has no formal supervisory or line management 
responsibilities. 
 



 
KEY RELATIONSHIPS: 
• Marketing & Campaigns team 
• Campaigns Managers 
• College Marketing Managers 
• Social Media and Marketing Officers 
• Design team 
• Senior Published Information Officer 
• PR team 
• CRM team 
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Person Specification 
 
 Essential Criteria Desirable Criteria 
QUALIFICATIONS A relevant first degree 

or equivalent practical 
experience that 
demonstrates relevant 
levels of knowledge 
and skills. 
 

Professional qualification or 
working towards a 
professional qualification in a 
marketing related field. 

TRAINING & EXPERIENCE Experience of working within 
a customer focused marketing 
environment 

A sound knowledge of UK 
Government policies in 
education, and the 
international HE operating 
environment. 

 Experience of organising and 
delivering multi- channel and 
omni- channel marketing 
campaigns 

Experience of using Google 
Analytics for monitoring 
marketing activity. 
 

 Experience of working on 
digital campaigns - PPC, 
SEO, Social (paid and 
organic), Display 

Experience of building a 
network of contacts for 
information gathering 

 Experience of project 
and event co-ordination 

 

 Demonstrate excellent 
writing, editing and 
proofreading skills. 

 

 Experience of reporting on 
campaign effectiveness and 
making recommendations for 
improvement 

 

 Working knowledge of 
monitoring tools and digital 
analytics tools. 

 

 Experience of writing high 
quality engaging copy for 
different audiences and 
channels 

 

 Demonstrate evidence where 
their campaigns have driven 
quality web traffic and 
increased conversions 
and/or sales. 

 

APTITUDE & ABILITIES Have an in-depth knowledge 
and understanding of the 
principles of marketing and 
how different channels can 
be utilised to target different 
audiences. 

Understanding of new 
marketing practices 
 

 A good understanding of and 
aptitude for brand and 
campaign management 

Forward looking with 
commercial acumen 
 



 A good understanding of 
current marketing trends and 
digital developments. 

Proven budgetary skills 

 Strong interpersonal 
skills, including the ability 
to handle a wide range of 
contacts tactfully and 
persuasively 

 

 Excellent IT skills - 
experience of Google 
Analytics and Google Tag 
Manager  

 

 Creative and self-starter, 
enthusiastic and 
professional. 

 

 Ability to work under 
pressure to tight deadlines 
while applying quality 
standards to all tasks and 
ensuring that nothing is 
overlooked. 

 

 Ability to establish good 
working relationships with 
staff, students and external 
bodies 

 

 Ability to work flexibly, 
taking account of new 
information, unexpected 
situations or changed 
circumstances and 
modifying understanding of 
a problem or situation, 
accordingly, taking 
advantage of opportunities 
and overcoming problems. 

 

 Work effectively as a 
member of a team. 

 

PERSONAL ATTRIBUTES Committed to continuous 
professional development. 

 

 Integrity and 
independence of 
judgement 

 

 Adaptability and the 
flexibility to be responsive 
to new ways of working. 

 

 Fully committed to 
contributing to a stimulating 
learning and working 
environment, which is 
supportive and fair, based on 
mutual respect and trust, and 
in which harassment and 
discrimination are neither 
tolerated nor acceptable. 

 



OTHER Willingness to work out of 
office hours for events 
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