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   Job Description 
 
	Job Title: 
	Digital Marketing Officer 

	Department: 
	Marketing and Events 

	Reports to: 
	Head of Marketing and Admissions

	Grade: 
	Scale S02

	Staff Group: 
	Support 

	Job Purpose: 
	To support the delivery of the digital marketing strategy for the City College Norwich group, helping to raise awareness, drive student recruitment, and enhance the college's reputation across key audiences. The postholder will be responsible for coordinating digital campaigns, managing digital channels, monitoring performance, and supporting the delivery of marketing objectives across further education, higher education, apprenticeships, adult learning, and commercial services.

The role requires a creative, organised and data-driven individual who can work collaboratively across departments to ensure a consistent and engaging digital presence that reflects the college's values and strategic priorities.



 
	Main Tasks and Responsibilities 
 

	1
	Coordinate and deliver integrated digital marketing campaigns across multiple channels, including social media, email marketing, website content, search engine marketing, paid advertising and display campaigns.

	2
	Plan, implement and optimise paid digital campaigns across Google Ads, Meta, LinkedIn, YouTube and other relevant platforms to support student recruitment and brand awareness objectives.

	3
	Conduct keyword research and audience targeting to maximise campaign effectiveness and return on investment.

	4
	Manage campaign budgets effectively, monitoring spend and performance against agreed objectives.

	5
	Work with external agencies and suppliers where required to support paid campaign delivery.

	6
	Monitor, analyse and report on the performance of paid and organic digital marketing activity, using insights to refine campaign performance and track key performance indicators.

	7
	Maintain and update website content using the college's Content Management System (CMS), ensuring content is accurate, accessible, user-focused and aligned with SEO best practice.

	8
	Support ongoing website improvements to enhance user experience and improve enquiry and application generation.

	9
	Manage day-to-day activity across the college's social media platforms.


	10
	Monitor trends and opportunities to increase reach, engagement and audience growth.


	11
	Ensure consistency of brand identity across all digital communications.


	12
	Work closely with the Admissions, Schools Liaison, Curriculum and Student Services teams to ensure digital marketing activity supports recruitment objectives.

	13
	Assist with the promotion and delivery of student recruitment events.


	14
	Support the Head of Marketing and Admissions in the delivery of any other marketing, communications and events activity as required. 


 
	
General Responsibilities 
 

	1 
	To carry out responsibilities, commensurate with your position, as defined within the following policies and procedures: 
· Equal Opportunities 
· Health, Safety and Welfare 
· Child Protection 
· Data Protection  
· Risk Management 

	2 
	To undertake any other similar duties of this level as required by the Head of Marketing and Learner Recruitment and/or the Senior Leadership Team.


 
 


Person Specification 
 
	Job Title 
	Digital Marketing Officer
	Location 
	City College Norwich

	Department 
	Marketing and Events 
	Grade 
	Scale S02

	Reports to 
	Head of Marketing and Admissions
	Post Reference 
	 


 
	Criteria 
	Essential (E) and 
Desirable (D)
	How Assessed? 
Application (A) 
Interview (I)  Task (T) 

	Qualifications / Education / Training 
	
	

	1. Level 4 qualification or above in Marketing, Digital Marketing, Communications, Business, Media, or a related subject.
	E
	A 

	2. Desired - Marketing qualification e.g. CIM, IDM, Google, Meta, or equivalent.
	D
	A 

	Experience 
	
	 

	1. At least one year’s digital marketing experience in a similar role.
	E
	A 

	2. Experience of managing and delivering successful digital marketing campaigns across multiple channels.
	E
	AIT 

	3. Experience of creating engaging digital content, including video, copywriting for web, email and social media.
	E
	AIT

	4. Experience of campaign monitoring and reporting.
	E
	AIT 

	5.  Experience of using a Content Management System (CMS).
	E
	AI 

	6. Experience of working to deadlines and managing multiple priorities simultaneously.
	E
	AI 

	7. Experience of liaising with a variety of stakeholders to gather information and deliver marketing activity.
	E
	AI 

	Skills, Knowledge and Level of Competency 
	
	 

	1. Excellent all-round digital marketing skills and knowledge.
	E
	AI 

	2. Demonstrable digital skills including social media content and monitoring, campaign implementation, website content creation and management.
	E
	AI

	3. An understanding of the safeguarding practices applicable to working within a college/school environment and a commitment to safeguarding the welfare of children, young people and vulnerable adults and promoting safeguarding.
	D
	I 

	4. Strong focus on accuracy and a good eye for detail.
	E
	AI 

	5. Ability to use data and market research to shape digital marketing strategy.
	E
	AI 

	6. Adept at using Microsoft Office.
	D
	AT 

	7. Excellent communication and interpersonal skills. 
	E
	I 

	Personal Qualities 
	
	 

	1. A team worker with an adaptable and flexible approach to work but with the ability to use initiative and to work independently.
	E
	AI 

	2. Creative, imaginative and entrepreneurial thinker. 
	E
	I 

	3. Persistent and resilient approach to work. 
	E
	AI 

	4. Enjoys working collaboratively and seeking collaborative opportunities. 
	E
	AI 

	5. Continuously improving and committed to personal and professional development in digital marketing.
	D
	AI 

	Other (e.g. constraints) 
	
	 

	1. Occasional evening and weekend work may be required.
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