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Job Description 

Job Title:                          Communications Manager 
 
Salary:      Grade 2: £31,500 - £42,000 
 
Hours of Work:    37.5 hours per week 
 

Monday to Friday 09.00 to 17.00 
 
Holidays (Paid): 25 days (some of which to be taken during 

Christmas/New Year shut down), plus public holidays  
 
Pension: Contributory pension scheme 
 

Full details are available from the Finance Department 
 
Reporting to:                 Head of Brand 
 
Location:                 46-47 Russell Square, London, WC1B 4JP 

 
 

Main purpose of the role:   

We are looking for an interesting, compassionate and creative Communications Manager to help us 
find students who will flourish at Bloomsbury Institute.  
 
Working in the Brand department, you will also work with other teams including Student Recruitment 
and Partnerships and Student Engagement, Wellbeing and Success to implement a strategy to build 
our profile and attract a broad range of students to study with us. 
 
This is a new and exciting role at a fast-growing and progressive Institute. In October last year, we re-
branded to Bloomsbury Institute to reflect our commitment to unlocking potential in everyone and to 
prepare for awarding our own degrees in the future.  
 
Reporting to the Head of Brand, you’ll have the opportunity to shape the future of Bloomsbury Institute 
and increase awareness of our brand both internationally and at home.  

Main Tasks 

The main tasks of the job are: 
 
Work with the Head of Brand, Head of Student Recruitment and Partnerships and Head of 
Admissions to promote Bloomsbury Institute to prospective students to drive direct 
applications, specifically:  
 

• To work with our existing data set and devise new ways of better understanding the 
needs, motivations and behaviours of prospective students and use these insights 
to inform all communication activities. 

• Manage and conduct competitor analysis to inform all strategies and plans. 

• Create a communications plan to include ongoing promotional activities and 
campaigns for specific events/times of the year e.g. clearing. 

• Support the establishment, development and coordination of an alumni network. 

• Manage Bloomsbury Institute’s presence on UCAS, keeping this regularly updated. 
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• Commission and/or generate proactive, content-led campaigns to promote 
Bloomsbury Institute to prospective students and partners.  

Drive and develop Bloomsbury Institute’s online communications: 
 

• Lead on the development and implementation of a digital marketing strategy to grow 
reach and engagement through Bloomsbury Institute’s channels. 

• Contribute to and implement our social media strategy and develop a social media 
calendar for all relevant channels to maximise engagement amongst existing and 
prospective audience segments. 

• Manage content strategy, commissioning and generating thought-provoking content 
to promote Bloomsbury Institute and its students. 

• Use Google Analytics to pin point the most used and effective pages on websites in 
order to target our intended audience(s). 

• Actively monitor and engage with online communities in line with Bloomsbury 
Institute's aims, ethos and values.  

• Create monthly website, digital advertising and social media reports, providing 
insights to inform and direct digital marketing.  

• Make recommendations for developing and evolving our social media, SEO and paid 
digital activities. 

In addition to the above duties, to undertake any other duties as directed by the Head of Brand. 
 
The above is not an exhaustive list of tasks as the role may change to meet the institution’s 
overall objectives.  These tasks are subject to amendment over time as priorities and 
requirements evolve and as such the job description may be amended at any time by the line 
manager following discussion with the post holder. 
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Person Specification 

Essential criteria [i.e. the criteria that an applicant must satisfy] 

Personal qualities 

• Positive, open and collaborative. 
 

• Creative and proactive, comfortable owning and finding solutions to problems.  
 

• Committed to living Bloomsbury Institute’s values: Be inclusive; Be curious; Show courage; 
Make things happen; and Don’t be mean.  
 

• Committed to Bloomsbury Institute’s vision and mission.  
 

• Genuinely committed to equal opportunities and widening participation. 
 

Qualifications 

• Undergraduate degree, professional marketing qualification or equivalent professional 
experience. 

Experience 
 

• 3-5 years mid-level marketing experience, ideally within higher education or an adjacent 
sector. 

Skills and abilities 

• Creative but practical – able to turn ideas into reality. 

• Excellent writing, communication and interpersonal skills.  

• Ability to engage, influence and work effectively with a wide range of people.  

• Ability to work independently as well as take feedback, criticism and direction.  

• Excellent organisational skills and the ability to effectively prioritise multiple projects 

simultaneously.   

• Ability to manage change and adapt to a fast-changing environment.  

• Happy to work in a small, growing team. 

• Ability to work collaboratively across divisional and departmental boundaries.   

• Proven ability to use WordPress and/or similar content management systems. 

• Experience or designing, managing and monitoring email marketing campaigns,  

• Able to work with CRM systems to track and manage engagement with individuals and 

groups. 
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• Demonstrable experience of using Google analytics, Google AdWords and other tools to 

improve search performance. 

• Confident with using social media reporting tools to analyse/interpret data and insights. 

• Experience of running and evaluating paid social media campaigns on platforms including 

Instagram, Twitter, Facebook, YouTube and LinkedIn. 
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About us 

We’re a higher education institute that offers world-class learning within a uniquely supportive 
environment.  
 
Established in 2002 as the London School of Business and Management, we now have 2,000 students 
studying with us. Our undergraduate degrees in in Business, Law and Accounting are awarded by the 
University of Northampton and are available full-time over 4 years, 3 years, 2 years and 1 year top-up. 
 
We changed our name to Bloomsbury Institute in 2018 to better reflect our connection with London's 
academic and cultural heartland and to signal our plans to award our own degrees in the coming years. 
 
Located in the heart of Bloomsbury, central London’s academic and intellectual hub, we’re surrounded 
by the best our great city has to offer. Our neighbours include the University of London's UCL, the 
Institute of Advanced Legal Studies and SOAS. 
 
Our academics and practitioners genuinely care about their subject and the students they teach, and 

we specifically prioritise face-to-face contact with lecturers and other students. 

 

As a pioneering and progressive organisation that celebrates difference, our commitment to diversity 
and inclusion applies equally to colleagues and students. An individual’s potential, not their past, is what 
secures a place here. That’s why we’re recognised for our strong commitment to widening participation.  
 
For us, this means fair access for everyone and helping students overcome any barriers that may be 
holding them back. 
 
We’re going from strength to strength and these are exciting times for Bloomsbury Institute. 
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Vision, Mission and Values 

Vision 

Our vision is: 
 

To offer students from all backgrounds the opportunity to define and pursue success through 
education. 

Mission 

Our mission is to: 
 

Grow a diverse and dynamic academic community that values curiosity, creativity and critical thinking. 
 

Nurture a culture that rewards kindness, excellence and accountability to each other, our communities 
and the world.  

 
Inspire and support our students and staff to achieve their full potential and make valuable 

contributions to society. 

Values 

Our values are: 
 

Be inclusive 
Welcome difference as a source of strength and enrichment. 

 
Be curious 

Ask questions.  Be open to new ideas. Yearn to learn. 
 

Show courage 
Challenge yourself.  Dare to think differently.  Stand up for what’s right. 

 
Make things happen 

Take ownership.  Act responsibly.  Get things done. 
 

Don’t be mean 
Talk straight.  Don’t play games.  Treat people well. 
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Equal opportunities employer 

We are committed to being an equal opportunities employer. 
 
Our Staff Recruitment and Development Policy provides full details of how we recruit and develop staff. 
 
As an equal opportunities employer, and within the spirit of our Equality, Diversity and Inclusion Policy 
and the Equality Act 2010, we do not ask applicants any questions about health or disability during the 
application and selection process.  However, this is subject to the following two exceptions: 
 

• If an applicant is shortlisted, the applicant is asked to advise our Disability and Wellbeing 
Advisor if, because of health or disability, they require any reasonable adjustments to be 
made to enable them to participate fully in the selection process.  Any information 
received, and any reasonable adjustments made, will not be disclosed to the selection 
panel. 

• If an applicant is offered a post, the applicant is advised to inform our Disability and 
Wellbeing Advisor if, because of health or disability, they require any reasonable 
adjustments to be made to enable them to undertake the job.   

If an applicant is offered a post and their CV does not contain their full career history for the three year 
period prior to submitting their application, the offer is made conditional upon the applicant providing 
satisfactory details (and evidence, if necessary) of such gaps.  This is only undertaken after an applicant 
has been offered a post to ensure any gap which is due to health or disability does not have to be 
disclosed at an earlier stage. 
 
All applicants are requested to complete a confidential online Equal Opportunities Monitoring Form.  
Completion of this form will enable us to monitor the effectiveness of our Staff Recruitment and 
Development Policy and related procedures.  The Form can be accessed at: 

https://cloud2.evasys.co.uk/lsbm/online.php?p=U7PCR 

Guaranteed Interview Scheme for disabled applicants  

We actively welcome applications from disabled persons.   
 
If a disabled applicant1 meets the essential criteria for the job (as set out within the Person 
Specification), they will be provided with the opportunity to demonstrate their abilities at an interview 
under our Guaranteed Interview Scheme. 
 
In order to request a guaranteed interview, an applicant is required to contact our Disability and 
Wellbeing Advisor, providing sufficient information to indicate that they satisfy the definition of ‘disability’ 
as set out in the Equality Act 20102. 
 
When the shortlisting has been completed, the shortlisting panel will provide the Disability and 
Wellbeing Advisor with a list of all applicants: (i) who satisfy the essential criteria; and (ii) who have 
been shortlisted.   
 
The Disability and Wellbeing Advisor will inform the shortlisting panel if an applicant who has not been 
shortlisted qualifies for a guaranteed interview (because the applicant has a disability and satisfies the 
essential criteria).  No details of the applicant’s disability will be disclosed to the shortlisting panel.  The 

                                                      
1  Disability is defined in the Equality Act 2010 as being: a physical or mental impairment that has a ‘substantial’ 

and ‘long-term’ negative effect on a person’s ability to do normal daily activities.  ‘Substantial’ means more than 
minor or trivial, e.g. if it takes much longer than it usually would to complete a daily task like getting dressed, this 
would be considered ‘substantial’.  ‘Long-term’ means 12 months or more, e.g. a breathing condition that 
develops as a result of a lung infection. 

2 See Footnote 1. 

https://www.bil.ac.uk/wp-content/uploads/2018/11/Staff_Recruitment_and_Development_Policy.pdf
https://lsbm.sharepoint.com/:b:/g/Document-Version-Control/EW5K3PdXoL5BqVPEfTANuVsB-Cie0pV4w4BX2GkpjH0oTg
mailto:disability@bil.ac.uk
mailto:disability@bil.ac.uk
mailto:disability@bil.ac.uk
mailto:disability@bil.ac.uk
https://cloud2.evasys.co.uk/lsbm/online.php?p=U7PCR
mailto:disability@bil.ac.uk
mailto:disability@bil.ac.uk
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Disability and Wellbeing Advisor will inform all applicants who have made a request for a guaranteed 
interview of the outcome of the request as follows:  
 
(i) selected for interview without considering the applicant’s request for a guaranteed interview;  
 
(ii) selected for interview on the basis of the applicant’s request for a guaranteed interview because the 
applicant satisfied all essential criteria set out in the person specification; or  
 
(iii) not selected for interview on the basis of the applicant’s request for a guaranteed interview because 
the applicant did not satisfy all essential criteria set out in the person specification. 

Disability and Wellbeing Advisor 

An applicant can contact our Disability and Wellbeing Advisor should the applicant need the 
documentation in a different format, to ask for support, to discuss any issues around reasonable 
adjustments, or to request a guaranteed interview. 
 
Email: disability@bil.ac.uk 
 
Telephone: 020 7078 8840 

Criminal convictions 

Applicants should disclose any criminal convictions and cautions in their letter of application, unless 
such convictions and cautions are exempted from disclosure in accordance with the Rehabilitation of 
Offenders Act 1974 (these are often referred to as “spent” convictions and cautions).   
 
We may require applicants to provide a standard or enhanced Disclosure and Barring Service (DBS) 
certificate (e.g. if you have an unexplained and unevidenced gap in your career history).  If such a 
certificate is required, we will refund the certificate fee. 

References 

Two references are required, but these are only requested after an applicant is offered a position.  The 
offer will be made subject to the references being satisfactory. 

Tier 2 sponsorship 

We have a legal responsibility to ensure that all employees are eligible to work in the UK.  All shortlisted 
applicants will be asked to provide documentary evidence to this effect (for example a UK/EU/EEA 
passport or identity card; a Home Office document or visa evidencing the right to work in the UK).  We 
will not be able to issue a Tier 2 Certificate of Sponsorship for this post. 

 

mailto:disability@bil.ac.uk

