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Job Description
Job Title:                           Apprentice (Level 3): Digital Media and Marketing
 
Responsible To:               HR Director
Job Purpose:                    To assist with the marketing and promotion of recruitment and career opportunities within NPTC Group of Colleges. 
.
Principal Responsibilities

1. To assist the Recruitment and Selection team with general project tasks which include digital, design and all marketing and communications;
2. To work with the Senior Officer Recruitment and the Marketing and Communications team to develop a Marketing Recruitment plan;  
3. To promote the College’s employer brand, and recruitment opportunities with the use of marketing methodologies;

4. To promote the benefits and rewards packages available to potential job applicants; 
5. To assist the Senior Officer: Recruitment with the review and creation of engaging content for the Jobs and Careers page. 
6. To work with the Marketing and Communications team to ensure a consistent NPTC Group of Colleges marketing approach; 

7. To work with the digital and graphic design team on tasks including photography and video content to promote recruitment opportunities within NPTC Group of Colleges. 
8. To identify effective channels to target recruitment marketing efforts; 
9. To offer creative input and suggestions on methods to promote the College when required;
10. To produce documentation as required using a variety of software packages; 
11. To support and assist in College recruitment events including Jobs Fairs. 
12. To assist in providing necessary market information and other facts as appropriate to address briefs;
13. To help ensure all materials produced for Human Resources and Recruitment and Selection are free from errors and omissions;
14. To maintain the College brand online through monitoring the use of the College brand guidelines; 

15. To support marketing and communications activity across the Group, including the recruitment of new learners and commercial activity; 
16. To deal with general enquiries from internal and external agents.
17. To support Human Resources with general administrative duties;  
College Responsibilities 

1. To actively promote the Diversity agenda within the College;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 
4. To contribute to and represent the overall visions and values of the College;
5. To adhere to all College policies and procedures;
6. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 
7. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;

8. To undertake professional development as required; and
9. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the HR Director, which may lead to revisions in light of the operational requirements of the College.
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