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POSITION DESCRIPTION

	Position Details

	Position Title
	Content Marketing Specialist

	Business Unit
	Marketing

	Reports to
	Digital Strategy Lead

	Location
	Petone

	Date
	November 2024



	WelTec & Whitireia: Our Purpose  



Whitireia Community Polytechnic (Te Kura Matatini o Whitireia) and Wellington Institute of Technology (WelTec) (Te Whare Wānanga o te Awakairangi) are highly respected institutes of technology established under the Education Act. In 2012 the institutes formed a strategic partnership to build on the strengths of the existing institutions through greater collaboration. The key driver of the partnership is putting students first and together we serve around 15,000 students every year in the Wellington region and across New Zealand.
WelTec & Whitireia change lives. We provide professional, vocational, and foundation education where students learn the real skills they need to build careers and successful productive lives. We work collaboratively with employers to ensure our training is relevant and we contribute to the economic and social well-being of our communities by providing people with the applied and life skills needed for success. We do this for school leavers, those in employment who are upskilling, and those returning to work or changing careers. We offer all levels from foundation courses to specialised Masters degrees, and in a huge range of subjects – from arts to veterinary nursing.
What we do is important and we are proud to be able to say that we do it very well – Whitireia & WelTec are consistently among the highest performing institutes of technology in New Zealand.
	Our Guiding Principles 


We put people at the heart of everything we do. Key principles that underpin the way we operate include:
Te Tiriti o Waitangi – taking all practical steps to create and maintain a culturally sensitive environment for all who are part of what we do.
Flexibility – providing for the diverse needs of learners through blended and adaptable teaching and learning models and engaging and valuing students as individuals with unique needs and aspirations.
Community engagement – engaging actively with Iwi and priority groups to encourage participation and success; alignment with secondary schools to provide seamless transitions into tertiary study; close involvement with local communities and economic bodies.
Active collaboration – working hand-in-hand with industry and employers to ensure the relevance of ITP education to the needs of industry. Providing real-world learning experiences for students, increasing industry productivity through sharing knowledge and research and collaborating with Government to align with broader New Zealand objectives and resources.
Leadership – providing a framework and a vision for the ITP sector in New Zealand that garners support from education providers, Government, industry, learners, their influencers and the communities we serve.
Advancement of New Zealand – providing measurable economic and social benefit to New Zealand through increasing capability and employability of students, actively driving growth in international student engagement (onshore and offshore), building economic resilience, entrepreneurial capability and a skill base that is transferable and transportable on a global basis.


	Position Purpose 


The purpose of this position is to deliver channel-specific content and assist in maintaining Martech information and platforms to support a range of promotional activities across Whitireia and WelTec.
The primary areas of focus for this role are:	
· Ownership and maintenance of the central marketing database, including marketing automation and email marketing activity.
· Support of all marketing activity, including online campaigns and always-on promotions with lead generation and lead nurture, to engage prospective ākonga (students).
· Content development and strategic SEO activity across all Whitireia and WelTec digital marketing channels.
· Analysis of key performance metrics and maintenance of analytics dashboard and reporting.
· Support the development and maintenance of the Whitireia and WelTec websites, including Te Auaha Events as key marketing promotional platforms.
· Support of all key internal and external relationships.
Success in the role will be measured by the engagement across our digital channels, the number of student enquiries that progress through from engagement to enrolment, the quality of information and customer service provision to key customer groups.


	Key Accountabilities 


The key responsibilities of this position are expected to change as WelTec & Whitireia respond to changing sector and marketplace needs. The incumbent is expected to adapt and develop as the environment, both locally and internationally, continues to evolve. 
	You’ll be a key member of the Marketing Team aligned to the digital function helping to co-ordinate the development and delivery of all online activity by:
· Supporting the development and maintenance of central customer database and exploring new opportunities to engage prospective ākonga.
· Planning, implementing and managing successful automations and email marketing campaigns.
· Coordinating with marketing team members and wider teams to generate engaging, SEO focused content for use on all digital channels.
· Understanding of SEO fundamentals and ability to write for web
· Work with digital promotions specialist on lead generation campaigns to build audience data.
· Monitoring and analysing key performance metrics to measure effectiveness of marketing promotions. Maintain analytics dashboards and regular reporting. 
· Plan and perform A/B testing to define and execute enhancements to productivity, conversion rates and campaign ROI for automations and lead generation. 
· Overseeing third-party integrations, such as the online payment portal.  
· Co-ordinating with digital team to maintain a calendar of digital engagement activities. 
· Coordinating all on-going content updates across the Whitireia + WelTec sites.
· Exploring new opportunities and initiatives for prospective student ākonga engagement using digital channels and central customer database. 
· Supporting the Digital Strategy Lead with functional and continuous improvement requirements through planning, coordination and reporting activities with internal stakeholders and platform vendor(s)  
· Supporting the wider marketing team with general marketing activity.
· Supporting all key internal and external relationships.


	
Health & Safety 

1. Maintain knowledge of Health & Safety procedures, and actively support safe work practices in your work area;
1. Take all practicable steps to ensure you don’t harm yourself or anyone else; and
1. Comply with health and safety procedures as outlined in Taikura, in particular reporting all incidents and proactively identify hazards and support their management.

	
Collaborative Relationships

1. Develop and maintain strong, positive and collaborative relationships that enhance the strategic partnership of Whitireia and WelTec;
1. Work with others collaboratively and constructively to achieve successful outcomes;
1. Support the work of business units across multiple campuses by actively learning and developing, and responding to constructive feedback in order to continually improve the quality of work produced; and
1. Develop and maintain the trust, respect and confidence of colleagues.

	
Valuing and Nurturing Diversity

1. Recognise and positively respond to the different needs of particular groups and individuals within the Institutes’ communities.

	
Culture

1. Support and maintain a culturally safe environment and recognise the role of the Treaty of Waitangi (Te Tiriti o Waitangi) in providing a framework for this in Aotearoa/New Zealand.

	
Other Duties

1. Any other duties as requested by your Team Leader/General Manager/Director.  



	Position Dimensions

	Financial delegations
	N/A

	HR delegations
	N/A

	Direct Reports
	None

	Key Internal Relationships
	· Marketing Manager;
· Digital Strategy Lead;
· Digital Marketing team;
· Marketing team; 
· Pathways Team;
· ICT Team;
· Registry;
· International Team; and 
· Directorate of Teaching + Learning

	Key External Relationships
	· Digital marketing agencies;
· Platform partners;



	Person Specifications 


	Specialist Knowledge & Leadership
	
The person we’re looking for will have a relevant tertiary qualification (or similar), together with an interest in developing their marketing skills in website development, digital content development, SEO, database management and content management systems (CMS), ideally including the following key competencies: 

· Understanding of:
· content-management systems; 
· online marketing channels and processes; and
· digital content development.

· A strong customer service focus and relationship management capabilities; and
· Interest in the wider NZ education marketplace.


	Thinks & Acts Strategically

	For this role you’ll need to be ‘tech-savvy’ and ‘connected’ to support the team to deliver;

· Campaigns and promotions;
· Online activity and direct-marketing;
· Website content co-ordination; 
· Market research and analysis;
· Institute insights and reporting.

	Personal Attributes
	You’ll have a technical mind and be as comfortable with numerical data as you are with written content.
You’ll be a quick learner who’s able to follow business processes as well as being confident to work independently on given tasks.
Your interest in marketing will have a digital bent and you’ll be keen to grow your knowledge of this specialism through learning content-management systems and lead-nurture pathways.
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