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Vision Business Support Services is a subsidiary company of West Nottinghamshire College.

Marketing Logistics Officer (22.5 hours per week, fixed term until December 2021)
Communications, Engagement and Student Experience
Ref: VBSS20.57 
1. The Appointment

Vision Business Support Services Ltd (VBSS) provides high-quality support services to all aspects of the college group, VBSS is a subsidiary company of West Nottinghamshire College and provides an important service and plays a pivotal part in the success of the college and creating an exceptional learner experience.

JOINING OUR JOURNEY 

When you join our college, our staff have access to numerous benefits and facilities:

•
Pension Scheme 

•
Occupational Health Service 

•
Enhanced Maternity/Paternity provision

•
Staff Development days/week (July)

•
Free confidential counselling service 

•
Free car parking

•
On-site hair and beauty salon, Revive Spa, fine dining Refine Restaurant and Create Theatre

ABOUT THE ROLE

You will be involved in supporting the work of the Marketing, Communications and Learner Engagement team ensuring that the college receives the best coverage for key publications and promotional materials throughout the local area.  In addition, you will help with logistically planning and setting up key corporate events and activities such as the Higher Education Graduation, college open evenings and similar events.
Internally you will be responsible for ensuring the consistency of corporate branding throughout the college’s sites. 

The post is hands on and requires a substantial amount of physical work and manual handling, as well as practical ability and an eye for presentation and detail.  
The role will require you to embed the college’s values; Respect, Integrity, Collaboration, High Expectations and Responsibility. 

2. The Post

2.1 Main Duties and Responsibilities

a) To ensure that key college publications/materials are delivered to venues across Nottinghamshire and Derbyshire including local schools, retail outlets, libraries, job centres and other strategic venues identified by the marketing manager. 

b) To work with the marketing team to ensure consistent branding across all college sites and ensure that stocks of key marketing publications are maintained at all college sites. 

c) To work with the Learner Engagement team in the logistics planning for recruitment events.

d) To work with the Learner engagement team to set up large corporate events, including setting up display boards and other marketing and branding materials. 

e) To work with curriculum teams at the direction of the Learner Engagement team to set up curriculum based events and activities as required.

f) To work with the Learner Engagement team in the setting up and branding of the college’s open evenings and other internal events.  

g) To control and regulate the stock of promotional materials and equipment, including the allocation, delivery and setting up of internal display equipment.

h) As part of the role you will be required to drive both the college van and mini bus to support college and learner engagement activities.
i) To undertake any other duties as may reasonably be required commensurate with the post.

2.2
Other Responsibilities

a)
To uphold and promote college policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
b)
To comply with the college’s own safeguarding policy and practices and attend training as requested.

c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college.

f)
To undertake any other duties as may reasonably be required commensurate with the post.

3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	English to at least level 2 (or willing to work towards)
	(
	

	Maths to at least level 2 (or willing to work towards)
	(
	

	Educated to good standard of GCSE or equivalent
	(
	

	A full driving licence with C1 and D1 entitlement 
	(
	

	IT level 2 qualification
	
	(

	Experience 
	
	

	Experience of working with a range of people to deliver results
	(
	

	Customer service experience and a commitment to providing excellent customer care
	(
	

	Handling of confidential information
	
	(

	Manual handling 
	(
	

	Skills /Knowledge
	
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding and DBS compliance
	(
	

	Aptitude for promotional / display work 

	(
	

	Aptitude for practical work including ‘handy-person’ skills
	(
	

	Excellent communication skills
	(
	

	Excellent organisational skills
	(
	

	Good interpersonal skills
	(
	

	Ability to plan and prioritise
	(
	

	An ability to maintain strict confidentiality and discretion at all times
	(
	

	Qualities/Approach linked to college values 
	
	

	Demonstrate a positive approach to equality and diversity and customer service
	(
	

	Demonstrate an ability to take responsibility for own and others Health  and Safety at work
	(
	

	Confidence when liaising with the general public
	(
	

	Enthusiastic
	(
	

	Flexible
	(
	

	Commitment to a team approach
	(
	

	Open and responsive
	(
	

	Approachable
	(
	

	Willingness to work unsocial hours
	(
	

	Reliable
	
	


4. Position within the College

The post-holder will be part of the Communications, Engagement and Student Experience team. 
5. Terms & Conditions

a)
The post is offered on a Vision Business Support Services, Fixed Term Contract.
b)
The salary will be £17,566 pro rata, per annum.  This is a spot salary. 
c)
You will be required to work 22.5 hours per week on a flexible basis.
d)
You will be entitled to 25 days leave, plus bank holidays, pro rata for part time and the fixed term period.
e)
The post holder may be located at any West Nottinghamshire College Site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.
6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on Sunday 18th October 2020.

www.wnc.ac.uk/vacancies
THE COLLEGE GROUP PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 
 The company group is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. All successful candidates are subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves, the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.

It is an offence for anyone who is barred from working with children, young people and or vulnerable adults to apply for this position. 
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