

Job Description: Careers & Marketing OfficerJob Purpose

Provide efficient administrative, organisational, and creative support across both marketing and careers (CEIAG) functions within the Trust. The role supports marketing campaigns, communications, and brand activity while also coordinating careers events and programmes. 
Grade:			Support Staff Grade 3
Base:			Connect MAT Headquarters 
Responsible to: 	PA to Chief Executive OfficerMain Responsibilities

Marketing & Campaign Support
Assist in planning and delivering marketing campaigns across digital, print, and social media platforms. 
Monitor campaign performance and report on key metrics. 
Coordinate with external suppliers, designers, and agencies to produce marketing materials. 
Support promotional activities including events, sponsorships, and trust-wide initiatives.
Content Creation & Digital Marketing
Create engaging content for social media, newsletters, websites, and blogs. 
Help manage Trust and school social media accounts, responding to messages and comments. 
Update and maintain website content. 
Design marketing materials using tools such as Canva or Adobe Creative Suite.
Support in drafting press releases, promotional emails, and internal communications.
Assist in proofreading and editing marketing copy to maintain consistency and accuracy.
Careers Administration 
Provide administrative and organisational support to CEIAG Leads across secondary schools. 
Assist with planning and delivery of careers events, work experience placements, mock interviews, and enterprise activities. 
Liaise with employers, training providers, and external partners. 
Organise and support summer schools and careers-related programmes. 
Maintain accurate student records using systems such as Unifrog and support destination tracking. 
Assist in monitoring careers provision against benchmarks and ensure timely submission of data and evidence.
Events & Coordination
Organise and promote events such as open evenings, careers fairs, and community events. 
Book venues, coordinate participants, and distribute communications. 
Support event logistics including supplier coordination, setup/takedown, and photography. 
Gather and manage feedback from events and activities. 
Administrative Support
Provide general clerical support including answering calls, scheduling meetings, and booking appointments. 
Maintain databases, mailing lists, and campaign/event records. 
Process invoices, purchase orders, and assist with budget tracking. 
Prepare reports, presentations, and documentation using Microsoft Office and school systems. 
Order supplies and support general office organisation.
Act as a positive role model for colleagues and students, promoting appropriate standards with regard to punctuality, attendance, dress, conduct and standards of work.
Take reasonable care of own health and safety and that of others and informing relevant staff of any concerns.
Operate at all times within the policies and procedures of the Trust, including financial procedures and regulations.

Notwithstanding the detail in this job description, the jobholder will undertake such work as may be determined by the CEO from time to time, up to or at a level consistent with the main responsibilities of the job
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Person Specification: Careers & Marketing Officer
	Criteria
	Essential
	Desirable
	Method of Assessment

	Qualifications and training
	NVQ Level 3 or equivalent qualification in a relevant discipline or equivalent experience.
GCSE grades 9–4 (A*–C) in English and Maths (or equivalent).
	NVQ 3 (or higher qualification) in a relevant discipline e.g. graphics, journalism, business administration, marketing, media

	Application form/Interview

	Experience
	Experience of undertaking administrative duties. 
Experience using social media platforms for professional or organisational purposes. 
Experience supporting events, projects, or campaigns.
	Experience working in a secondary school or education setting. 
Experience in marketing, communications, or digital content creation. 
Experience of graphic design or content creation tools. 
Experience using Arbor, Unifrog, or similar systems.
	Application form,
References

	Professional Skills & Knowledge

	Strong verbal and written communication skills, with the ability to engage a range of audiences. 
Good standard of numeracy. 
Competent user of Microsoft Office (Word, Excel, PowerPoint) and IT systems. 
Ability to organise workload, meet deadlines, and manage multiple priorities. 
Understanding of digital marketing basics, social media platforms, and content creation. 
Awareness of brand identity and consistency. 
Ability to build effective relationships with staff, students, parents/carers, and external partners. 
Understanding of safeguarding responsibilities and maintaining professional boundaries.
	Knowledge of confidentiality and data protection. 
Knowledge of school systems, curriculum, or education environment. 
Understanding of careers guidance, post-16 pathways, or Gatsby Benchmarks. 
Knowledge of current marketing trends, analytics, and audience engagement strategies. 
Basic photography, video editing, or design skills.
	Application form,
Interview/Assessment,
References

	Personal attributes
	High level of organisation, planning, and prioritisation skills. 
Ability to work effectively as part of a team. 
Self-motivated, proactive, and able to use initiative. 
Punctual, reliable, and professional. 
Suitability to work with children
Ability to manage a varied workload and respond positively to change. 
Ability to travel between Trust sites or access to suitable mobility support.
	
	Application form,
Interview/Assessment,
References
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