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Job Description

Post title: Student Communications Coordinator
Date last updated/evaluated: January 2025
Author: Emily Fitzgerald, Head of Student Engagement
School / Department:			Student Experience and Engagement
Faculty / Directorate:			Student Experience Directorate
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 3
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Student Engagement Manager 
Post line report(s):			N/A
Post base location:			Hybrid: Campus / Home : Highfield Campus 

Job purpose: 	To deliver integrated student communications across a range of channels to reach and engage all members of the student community, ensuring that under-represented groups are included. Working in line with the Student Communications and Engagement Strategy, the postholder will help deliver targeted campaigns, create engaging and accessible content, maintain key communication channels, and support activities that enhance the overall student experience. The role will also provide guidance and best-practice advice to colleagues and stakeholders across the University, helping to improve the quality, consistency and effectiveness of student communications. 

Key accountabilities and indicative time allocation:
1. 40%
Create rich, relevant, and engaging content as directed by the Student Communications Manager/ Student Communications team for inclusion across key student communication channels. 
2. 25%
Contribute to and track the success of student communications plans and campaigns, liaising with colleagues from across the University who deliver key services to students to ensure that plans are on target to succeed. 
3. 15%
In line with our data-driven ethos, to implement the measurement and evaluation of all student communication channels and campaigns to inform their ongoing development and to provide a regular summary report of metrics and other data as evidence of the success of student communications activities.
4. 15%
To undertake any other appropriate duties as directed by the Student Engagement Manager.
5. 5%
To provide specialist advice on student communications best practice, including in relation to the brand, to colleagues across the University as required. 

Internal and external relationships:
· Student Body 
· Departmental management and University senior management 
· Other members of the department/University staff 
· Faculty staff 
· Student Union 
· Relevant suppliers and external contacts 

Special requirements:
· Be able to work flexibly outside of standard office hours from time to time 
· Support and contribute to the delivery of Student Experience frontline services, including attendance at events such as Open Day, Graduation Ceremonies and Corporate events


Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Substantial practical knowledge and experience in the required operational discipline. Practical knowledge may have been gained through some or all of the following:
· Substantial, relevant work experience
· Vocational training
· Formal qualification(s) equivalent to Level 3 or 4 of the Regulated Qualifications Framework e.g. AS or A Level, advanced or higher apprenticeship, or Level 3 or 4 award, certificate, diploma, NVQ.
· Experience of creating and evaluating the effectiveness/reach of high-quality content to engage target audiences, including through digital channels. 
Desirable
· Relevant degree (or equivalent qualification or experience). 
· Experience of delivering student communications. 


Teamwork and Communication
Essential
· Excellent, versatile and highly accurate writing skills, showing a clear sense of audience and purpose, creativity and flair. 
· Good interpersonal communication skills with confident facilitation and presentation skills. Strong relationship building and networking skills. 
· Proven ability to solicit ideas and opinions to help form specific work plans.
· Proven ability to positively influence the way a team works together 


Planning, Organisation and Resource Management
Essential
· Highly organised, efficient and able to manage resources adhering to tight deadlines. Ability to prioritise own workload and work independently. 
· Ability to contribute to a number of projects/project teams simultaneously and to respond to new and changing requirements.

Problem Solving and Initiative
Essential
· Ability to analyse and problem solve and provide advice for various client groups. 
· Able to work independently, resolve daily problems on own initiative, within standard department procedures.
Other skills and behaviours 
Essential
· Well-developed IT skills, commensurate with the job description. 
· Confident generator of creative ideas for audience engagement. 
Desirable
· Some familiarity with a university environment and an understanding of the market positioning of a Russell Group university. 
· Experience of delivering communications and providing advice in line with brand guidelines.

Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^					Not applicable
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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