ROYAL COLLEGE OF PHYSICIANS OF EDINBURGH

Job Description
	SECTION 1: HEADINGS

Job Title:
MARKETING COMMUNICATIONS MANAGER 
Location:
RCPE, Edinburgh
Reports To:
HEAD OF EXTERNAL RELATIONS AND POLICY
Date:
JUNE 2015



	SECTION 2: JOB PURPOSE

To provide marketing support to teams across the College seeking to promote services or information to Fellows and Members (existing and potential), educational events to delegates and potential sponsors, and College facilities and heritage to potential clients and external audiences.

To work cross-functionally with Departments throughout the College to identify and co-ordinate marketing activity.



	SECTION 3: ORGANISATION CHART


[image: image1]
The post holder will report to the Head of External Relations and Policy and work directly with all Heads of Department and/or their staff or teams on related projects.



	SECTION 4: DIMENSIONS

· Events Business of approx. £400,000 turnover through letting and rental of College spare capacity
· Education programme of 40-50 events per annum

· Fellowship and Membership base of 12,000 worldwide 

· Overall organisational marketing budget of £30,000 devolved to different departments 



SECTION 5: Main Responsibilities

To effectively coordinate the marketing, advertising and promotional activities of the RCPE, contributing to the work of teams and short term projects around the College by:

Working with the Membership Department on:
a) conducting and using market research for policy and membership requirements 

b) promoting the benefits of the College to retain and recruit Fellows and Members
c) print and web-based marketing campaigns to promote membership
d) outreach activities (promoting medical careers and regional events through mixed media)
Working with the Education Department on:
a) strategies to maximise sponsorship income and support the identification of likely  sponsors

b) monitoring and evaluating impact of current publicity channels for educational events
c) pricing strategies for events and web based products 
d) raising awareness of the College’s international work and reach

Working with the Events Team on:
a) the preparation of a comprehensive marketing plan (including promotion and pricing strategies) to optimise the events business through exploiting the College’s conferencing and events capacity
b) monitoring the effectiveness of the marketing plan
Working with the Heritage Team on:
a) promoting the heritage of the College, the internationally acclaimed historic library and Archives stored here, and the online resources available to Fellows/Members and other external audiences 

b) promoting public access to the College’s unique collections, including the library, and its related events and exhibitions

Working with the Examinations Team on:

a) advising on the College’s input into the marketing of the MRCP UK examinations and training programme
Supporting other short term projects as required with market research expertise, PR campaigns and identity reviews. 
Using the full marketing mix, including direct mail, events, print advertising, social media, analytic and digital channels.

Coordinating the social media strategy across all Departments.

Seeking opportunities for the College to improve its external profile with possible benefactors, donors, the wider clinical community and the public.
Supporting colleagues to ensure that brand guidelines are met in all internal and external channel and consistent messaging, tone and voice is used across all communications.

Monitoring, reviewing and reporting on all marketing activity and results.
	SECTION 6:  Planning and Organising                 
Planning reactive and proactive marketing activities guided by the Head of External Relations and

Policy. Planning is critical to the effectiveness of the role given the simultaneous involvement in

multiple projects with different teams across the College and the potential for conflicting deadlines.



	SECTION 7:  DECISION MAKING                 
Responsible for day to day organisation of workload as agreed with the Head of External Relations & Policy.

Responsible for using professional judgement to advise on the preferred techniques and to make recommendations for Heads of Department to approve cost effective marketing plans, prices, promotions, etc.



SECTION 8: Internal and external Relationships  

Will work directly with the External Relations and Policy team, particularly with the Graphic Designer, to administer the marketing process within the College.
Regular contact with Head of Departments across the College according to their marketing needs.
Regular contact with other colleagues across the College on the operational aspects of agreed marketing activity.
Regular contact with multi-media outlets to develop cost effective marketing campaigns.
Regular contact with existing and potential sponsors of College activities.
	SECTION 9: 
Knowledge, Skills and Experience Needed (Person specification)
Essential:

Educated to degree level or equivalent.
Demonstrable experience in a marketing role and ability to apply marketing experience on a cross sector basis.
Experience in all aspects of developing and implementing marketing strategies.
Experience in planning and executing social media activity.
Sales and negotiation skills.
High level of competency in software packages in support of marketing activity.
Creative thinker with the ability to develop marketing projects within organisational constraints and limited budgets.
Excellent verbal and written communication skills with the ability to establish and maintain effective working relationships with a wide range of individuals and groups.
Excellent organisational skills and attention to detail with a demonstrable record of meeting deadlines and using own initiative to overcome challenges.

Excellent team player, with the confidence to contribute to projects and share experience and

expertise with colleagues.
Self-starter and well organised to manage a varied portfolio and avoid conflicting deadlines.
Highly motivated to propose opportunities for improvement across the College.
Desirable:

Possess a formal marketing qualification.

A background working for a membership organisation, education provider or conferencing business.

Relevant product and sector knowledge.
Experience of or interest in the health sector in Scotland.



	SECTION 10:  Job Context and Special Features
The post holder has to function as a source of internal expertise to a number of different departments, working cooperatively with the teams responsible for developing and delivering services. 



SECTION 11:
VERIFICATION

	We are satisfied that the contents of this document conveys an accurate description of this post


Job Holder:
.....................................................
Date:
....................................
        Line manager:    ........................................
Date:
....................................
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