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POSITION DESCRIPTION

	POSITION TITLE:
Marketing Coordinator
	CLASSIFICATION LEVEL:
Bond Level 4

	SCHOOL/OFFICE:
Office of Future Students - Marketing
	DATE POSITION CLASSIFIED/UPDATED:
December 2024 



	
PURPOSE OF THE POSITION:


The Office of Future Students at Bond University has a clear vision to raise the University’s global reputation as a premium institution with a distinct value proposition, to generate growth opportunities and to encourage more students to consider, engage with, and ultimately choose to study at Bond University. 

The Marketing Coordinator will play a crucial role in planning and executing creative and relevant recruitment marketing initiatives for both domestic and international markets under the direction of the Associate Director, Marketing and in consultation with the Director of Domestic and Director of International Recruitment. Activities may include but are not limited to integrated advertising and promotion across online and offline channels, website development, events, content development, tailored market specific communications, and collateral production and distribution.


	
REPORTING RELATIONSHIP:
The incumbent will be primarily responsible to the Associate Director, Marketing, but will be expected to liaise directly with both domestic and international recruiters and the central events team.





	Associate Director, Marketing
	

	
	

	Marketing Coordinator




	
SELECTION CRITERIA:
· Tertiary qualification, preferably in business, marketing, public relations or communications
· A minimum of 3 years’ experience in strategic / affiliate marketing, brand management, digital marketing and event coordination, marketing and CRM experience
· Ability to plan and implement market specific marketing initiatives across channels and platforms that may include print, online, SMS, and email direct marketing campaigns to assist/drive student recruitment and enrolment
· Strong understanding of premium brands
· Experience in working with a range of stakeholders and contractors
· Excellent administration and time management skills
· Excellent writing, editing and proof reading skills and attention to detail
· Strong interpersonal, communication and negotiation skills
· Ability to work under pressure, to be flexible and to cope with conflicting work demands across a number of domestic and international regions
· Ability to exercise judgement and personal initiative to constructively solve problems and make effective decisions based on knowledge of policy and procedure, relevant events, market conditions and strategic priorities
· Effective self-management, including the ability to prioritise, meet deadlines, follow through to completion of tasks or referral to more appropriate contacts as required

	
DESIRABLE ATTRIBUTES:
· Understanding of higher education and marketing in international markets
· Proven ability to take initiative for planning and supervising projects
· Demonstrated competency in use of CRM systems
· Strong commitment to client service ethos
· Ability to work independently and apply initiative in isolation while being responsive to the needs of the internal stakeholders
· Highly motivated
· Client liaison (sales) skills are essential given the high level of personal involvement required by this position.

	COMPETENCY:
	RESPONSIBILITY:
	PERFORMANCE
INDICATORS:

	
Marketing Coordination
	Contribute to general marketing development and coordination of recruitment projects that raise the profile of the University under the direction of the Associate Director, Marketing and in consultation with the Domestic and International Recruitment Directors.
Facilitate and execute new and existing marketing and recruitment strategies to continue the growth of the University.

Deliver high quality and personalised future student communications, contributing to the Customer Journey.
Develop strong relationships with both internal and external stakeholders to ensure high-quality and accurate marketing communications and solutions are delivered.
	Adherence to University strategic plan and recruitment targets set by the Faculties and the University.






	
	
	

	Recruitment & Marketing
	Plan and deliver targeted and market specific initiatives and activities to increase student numbers in conjunction with the Domestic and International teams.
These include, but are not limited to:
· Integrated online and offline marketing campaigns – traditional and emerging channels
· Measurement of all recruitment- based activities
· Digital communication opportunities
· Website content optimisation
· Leveraging Faculty events
· Maintenance of internal portal of recruitment materials
· In language marketing solutions
Expand and improve programs that increase reach, including comprehensive database management, marketing support for increased partnering activities and integrated marketing and communication initiatives with key partners.
Collaborate with the broader team on social media planning, content creation, and dissemination of recruitment targeted content and videos including that of Study Abroad and Exchange.


Create appropriate marketing materials (online and print) that are in compliance with university standards and brand execution requirements
	Application growth through:
· Event/initiative attendance growth.
· Enrolment growth per agent.
· Effective capture and management of enquiries
· Introduction of new recruiting and marketing strategies.



	Recruitment in-market activity & events
	In consultation with the Events, Recruitment and Faculty marketing teams – take the lead on marketing touchpoints for recruitment events including but not limited to:
· New program launches
· Open Day/s
· Student Experiences
· Future Forum 
· Other School initiatives

	
Events are planned in sufficient detail to ensure events are conducted smoothly.
Ensure that expenditure does not exceed budgeted amounts for each designated audience.
Year on year growth.
Evaluations/ reviews are conducted and a report written for all events.




	
	Attend, organise, and promote University flagship events and partner activations, such as  Open Day/s and interstate experiences. There may be a requirement to travel to support recruitment efforts and better understand specific market requirements.
Enhance the event experience and communications for future student events including seamless registration, pre and post event experience, including digital based events such as webinars.

Conduct post-event and post-campaign follow-up including (but not limited to)
surveys and attendance communications.
	Accurate records of interactions with external stakeholders with appropriate follow-up

	Understanding of Quality Assurance
	· Staff should demonstrate an understanding of the principles of quality assurance and continuous improvement as they apply at Bond University.
· Staff are expected to demonstrate an ongoing commitment to the Bond University Strategic Plan, university policy and to our quality assurance processes.
	

	Understanding of Cultural Sensitivity
	· Staff will come into contact with staff and students from a variety of cultural backgrounds. It is expected that mutual respect, cultural awareness and cultural sensitivity will form the basis of the professional working relationship.
· 	Staff are encouraged to attend a cultural sensitivity workshop to further enhance and develop cultural awareness and cultural sensitivity
skills.
	

	Understanding of WHS Responsibilities
	· Maintain a safe workplace and follow safety directions and internal controls. Alert your Manager of WHS risks and be vigilant in observing safe practices. Understand WHS requirements in your work area.
· All managers of staff are required to conduct risk assessments and implement controls accordingly as well as action safety audit results within the directed time frame.
· Awareness of, and accountability for, WHS responsibilities in the work area and for the staff and contractors
under your control (if applicable).
	




Note – the successful applicant will be required to produce a certified copy of their highest qualification received prior to commencement of duty
It is not the intent of this position description to limit the scope of this position in any way but to give an overview of this role at Bond University. You may at times be required to work at other tasks and areas as directed by the Management.
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