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PLUMPTON

COLLEGE

Marketing & Events Coordinator - One Garden Brighton

Reporting to: Marketing Manager

Working hours: Full-time, on-site (37.5 hours per week) with flexibility to work
weekends

Salary: £31,677 - £35,496 per annum

Annual leave: 26 electable days, 8 statutory days and up to 5 efficiency

closure days at Christmas

Job Purpose

One Garden Brighton is part of the Plumpton College Group. A horticultural centre of excellence for
training and education, the campus and gardens are open to the public daily. One Garden Brighton has

a number of commercial outlets on site, and a busy programme of events that bring the space to life.
The marketing and events coordinator is integral to planning and promoting One Garden Brighton to
attract a wide range of visitors each year.

This candidate will work as part of a busy marketing team and will be based between both Plumpton
College and One Garden Brighton to draw on the wider Group resources and teamwork. There will, on

occasion, be a requirement to work at weekends to engage in promotional activities and events planned

at One Garden Brighton.

Duties & Responsibilities

a. Alongside the Marketing Manager, contribute to and implement the annual marketing plan for
One Garden Brighton.

b. Maintain and adhere to the marketing and advertising budget; allocate and track spending
accordingly.

c. Coordinate all advertising campaigns and bookings for One Garden Brighton, designing and
submitting artwork to deadline adhering to brand guidelines.

d. Manage the day-to-day content of the website, updating events and page content to keep up-
to-date information.

e. Manage social media channels both paid and social content and campaigns, scheduling and
devising content captured daily.
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f.  Develop course promotion for the campus, in liaison with the wider marketing team and
curriculum teams.

g. Develop and maintain a network of contacts of event and marketing promotion of the
destination.

h. Devise and draft copy of news releases and blog posts in liaison with the Head of Marketing.

Implement on and offline marketing and events campaigns in print and digital media.

j. Source and maintain an up-to-date media library for One Garden Brighton.

k. Uphold One Garden Brighton brand management, maintaining style and branding across the
destination in liaison with Head of Marketing. Devise resources and templates for wider team
use.

I Update online listings and profiles of third-party websites and liaise with networks to manage
platforms.

m. Plan, coordinate, and deliver an annual programme of site-wide events and a weekly schedule
of regular bookings that promote horticulture, education and target key customer groups
visiting One Garden Brighton.

n. Respond to all event enquiries via email, social media, and telephone in a timely manner.

0. Engage with wider park stakeholders and local community, developing relationships with
tourism networks and 'visit’ brands.

p. Inliaison with the retail & hospitality manager, ensure all events are planned and executed to
the highest standard through event management.

g. Create event briefing documents for wider team coordination and brief colleagues
appropriately, working in liaison with the retail and hospitality manager. Ensure the calendar
of activities is maintained and up to date.

r.  Promote customer feedback and respond to reviews in a timely manner across all platforms.

s.  Manage event booking system, creating quotes and function packs and contracts for clients.

t.  Maintain newsletter contact lists and release regular e-marketing and newsletter content for
audiences.

u. Developing reporting mechanisms for KPIs delivering ROl on marketing and events
performance.

v. Any other duties connected with the post are reasonably required from time to time within
the Plumpton College Group.
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Qualifications / Skills / Knowledge / Qualities

Essential

a. Excellentwritten, verbal and presentation skills, including the ability to turn complex material
or jargon into plain English.

b. Excellent attention to detail.

c.  An ability to brief people clearly and succinctly.

d. Administrative experience of working as part of a team in an office-based environment.

e. Apositive and proactive approach, prepared to generate new ideas and carry them forward.

f.  Prepared to work as a member of the team and on own initiative.

g.  Excellent multi-tasker who works well under pressure in a busy environment to tight
deadlines.

h. Excellent negotiating skills and an ability to build a rapport and trust at all levels of the
organisation.

i.  Calmunder pressure, resilient, and professional.

j. Excellent IT skills including knowledge of website build and creation including content
management systems.

k. Up to date knowledge of social media algorithms and system use.

Desirable

a. Experience within the hospitality or tourism sector.

b. Experience of events and budget management.

c. Creative design skills, and knowledge of editing packages (Adobe Creative Suite).

d. Use of customer relationship management and marketing systems.

Qualifications / Skills / Knowledge / Qualities

It is crucial that the successful candidate shares our student-focused values, equality of opportunity and
parity of esteem for staff and students.

At Plumpton College we are:

e Professional

e Supportive

e Enterprising

e Ambitious & progressive

e Passionate about everything we do
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CONDITIONS OF EMPLOYMENT

Working Hours

Basic working hours are from 08.30 to 17.00 Monday to Friday, but some flexibility will be required to
meet the needs of the business. This is an all-year-round post. There will be some evening and weekend
work required to support department activities, and whole college events where there will be a
requirement to attend.

Annual Leave

The holiday year is from 1 September - 31 August each year. The annual leave entitlement for this role
is 26 working days, 8 bank holidays and efficiency days as stipulated by the Senior Management Team.
Annual leave is bookable subject to business needs and should be planned and agreed with your
Manager. Annual leave sheets will be available from the start of the new holiday year (1 September).

Continuous Professional Development (CPD)
This post will be entitled to CPD for updating, personal and professional development. All CPD must be
planned, agreed, and booked with your Line Manager.

Benefits

The candidate appointed to the post will automatically become a member of the LGPS Scheme and pay
contributions as determined by annual salary levels. The pension scheme includes life assurance cover,
and the College will also pay a contribution towards your pension. There is also free car parking and a
competitively priced dining room service.

Equality and Diversity

Plumpton College is committed to the promotion of equal opportunities and is dedicated to pursuing
non-discriminatory policies and practices and eliminating unfair discrimination on any basis. This means
that no job applicant will receive less favourable treatment than another on grounds of gender, marital
status, age, racial origin, disability, sexual orientation or political or religious beliefs.

Criminal Record Check via the Disclosure Procedure

The Rehabilitation of Offenders Act 1974 gives individuals the right not to disclose details of certain old
offences when asked about their criminal record as they may be defined as 'spent’. There are
exemptions to this if the individual is offered a post which involves contact with children or regular work
at an establishment exclusively or mainly for children.

The post you have applied for falls into this category and, therefore, requires a criminal background
check.

If a job offer is made, you will be asked to apply for a DBS Disclosure Certificate. The Disclosure
Certificate will contain details of current and “spent” convictions, cautions, reprimands, or warnings held
on the Police National Computer, excluding certain specified old and minor offences.

The DBS Disclosure will also indicate whether information is held on government faculty lists of those
individuals who are barred from working with children or vulnerable adults (if applicable).
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The post-holder cannot begin employment with the College until the DBS Disclosure Certificate is
received and considered by the Principal.



