HAVERING COLLEGE OF FURTHER AND HIGHER EDUCATION

JOB DESCRIPTION

JOB TITLE:


e-MARKETING  ASSISTANT 





INTERNSHIP    
DEPARTMENT:

MARKETING 

LINE MANAGER:

Marketing Manager
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

GENERAL COLLEGE OVERVIEW

Havering College of Further & Higher Education is a highly regarded and successful education institution.  We are committed to quality and currently provide a wide range of programmes to approximately 12,000 students

As a College we are committed to developing our staff to further enhance the quality of our provision.
EQUALITY OF OPPORTUNITY

The College has a strong commitment to working towards the implementation of equality of opportunity in both service delivery and employment.  The College’s mission and strategic objectives directly support this aim.  All employees are required to actively support the development, dissemination and implementation of this aim and related policies and programmes.

GENERAL JOB OVERVIEW

The post holder will be a voluntary member of the Marketing Team, with the opportunity to assist with a range of marketing and online activities. 
· This is a full time internship 
· 5 months position (3 months internship plus 2 months project)
· Commencement of the internship – Jan/Feb 2013
HOURS AND CONDITIONS
Up to 36 hours per week    9am – 5pm some evenings will be required.
Salary:  unpaid internship - voluntary position
DUTIES AND RESPONSIBILITIES
· Assist with Social media monitoring on websites such as Twitter and Facebook

· Upload content to college website and associated media
· Uploading videos to YouTube 
· Post PR stories onto approved sites
· Upload programme content for college wide plasma screens
· Assist in market research projects
· Assist with proof reading 
· Admin for photographic/media library

· Assist the marketing team with  promotional activities across the college
· Assist with Marketing office administration as required 
· Flexibility is essential within this post as hours may include early mornings, late evenings and weekends including public holidays.

The above list is neither exhaustive nor exclusive and the post holder will be expected to undertake any other duties within his/ her capability and experience that may be relevant and necessary to fill the post effectively.
 OTHER RESPONSIBILITIES
· Work flexibly and efficiently to maintain the highest professional standards and to promote and implement the policies of the Corporation.

· Comply with Health and Safety legislation and EC Directives.

· Comply with any rules and regulations, which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interest of its employees and students.

· Comply with all Departmental and College policies, including the Policy to promote Equality of Opportunity.

· Undertake such duties and/or hours of work as may reasonably be required, commensurate with this post and general level of responsibility, at your main place of work or at any other establishment for which the College provides services.

NB:  In consultation with the individual, this job description may vary to reflect actual, contemplated or proposed changes to the role
PERSON SPECIFICATION

ESSENTIAL ATTRIBUTES:
· Student who is currently studying towards a Marketing degree and having completed their 1st year
· IT skills. including Microsoft Word, Excel and PowerPoint
· Excellent English language skills 

· Excellent organisation skills
· Good communication skills
· Knowledge and interest  in online technology and marketing
· Confident and well presented
· Investigative, co-operative and enthusiastic
· Effective team player with a flexible approach
DESIRABLE ATTRIBUTES:
· Effective team player with a flexible approach
· Ability to work independently and prioritise tasks under pressure
· Marketing or  related Degree 
THE INTERN WILL GAIN:

· In-depth understanding of current online marketing and current online trends in the UK
· Develop skills re social media and e-marketing 

· Knowledge of marketing department operations, strategy and tactics

· Develop teamwork skills
· Develop flexible approach towards workload

· Develop the ability to work independently and prioritise tasks under pressure 
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