HR191 POSITION DESCRIPTION

' UNIVERSITY OF CAPE TOWN

__." IYUNIVESITHI YASEKAPA  UMIVERSITEIT VAN KAAPSTAD

NOTES

. Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
. This form serves as a template for the writing of position descriptions.
e A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title

Communications Marketing Co-Ordinator

Job title (HR Practitioner to provide)

Position grade (if known)

PC9 Date last graded (if known) 29 February 2026

Academic faculty / PASS department

Properties & Services

Academic department / PASS unit

Commercial Development Department

Division / section

Commercial Development Department

Date of compilation

August 2025

ORGANOGRAM

(Adjust as necessary. Include line manager, line manager’'s manager, all subordinates and colleagues. Include position grades)

Development

Administration
Assistant

cmmcnlla Communication
& Marketing
Senior Conference
| 7 M\Iputg,ﬁrnm

Room & Public Conference
—  Receptionist _-_ area Attendant Coordinator

.ﬁwm
Short Course
" Coordinalor
Administration
= Assistant
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PURPOSE

The main purpose of this position is to champion the department’s proactive and reactive marketing efforts across all Commercial
Development properties, including Vacation Accommodation, All Africa House, leasing and the Conference Management Centre.

This role is responsible for supporting the execution of marketing strategies to increase brand visibility, improve occupancy and
bookings, and supporting digital and print marketing implementation. Working closely with the Commercial Development team, the
Marketing Coordinator will help translate sales and brand strategies into engaging digital and print campaigns, track performance
metrics, and coordinate communication across various platforms.

The Marketing Coordinator will also assist in evaluating the department’s participation in relevant sales and marketing channels,
developing targeted promotions and content that aligns with the university’s brand and meet the needs of its key customer
segments.

This role manages the day-to-day marketing activity within the approved budget and interfaces with CMD to align local efforts with
broader promotional initiatives.

Ultimately, this role plays a vital part in delivering service offerings that meet or exceed customer expectations, while supporting the
department in achieving a strong return on investment for the University.
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MINIMUM REQUIREMENTS

Diploma or Higher Certificate in Marketing, or Digital Media (NQF Level 5 or above)
Minimum qualifications Google Adwords/Ads Certification

e  2-3 years of experience in marketing, preferably in hospitality, tourism, or customer-facing services
o Proficiency in social media management and digital tools (e.g., Canva, Mailchimp, Meta Business
Minimum experience Suite, Google Analytics)

(type and years) e  Experience with CMS systems and website content updates on platforms such as WordPress and
Drupal is an advantage.

e  Strategic thinking

e  (Good presentation skills

e  Basic computer skills, proficiency in MS Office

e  Excellent Time Management

e  Strong verbal, writing skills and proofreading ability
e Results driven

Skills e Ability to work under pressure, both independently and as part of a team
e Must have amazing content writing skills, from daily posts to LinkedIn articles, polls and stories.
e  Graphic design skills (basic to intermediate)

e  Familiarity with email marketing platforms and campaign scheduling tools
e Video filming and editing skills (basic to intermediate)

e  Google Analytics and Google Tag Manager

e Google Ads

Technical Acumen

e Sales Ability: Persuasiveness - Using appropriate interpersonal styles and communication methods
to gain acceptance of a product, service, or idea from prospects and clients.

e Sales Implementations - Driving and supporting the implementation of sales strategies and systems;
seeking and taking appropriate actions on feedback; taking responsibility for implementation success.

e Understanding of consumer social media campaigns, with deep knowledge of social platform
functionality and best practice across platforms such as:

Facebook

Instagram

Twitter

LinkedIn

YouTube

Tik Tok

Canva

Adobe Premiere Pro

Knowledge

e Legal limitations to the freedom of artistic creativity, freedom of the press and media in as far as
respecting people’s privacy, dignity and reputation

e Experience with video production and editing for social media platforms

Professional registration

; b n/a
or license requirements
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Other requirements

(If the position requires the
handling of cash or finances,
other requirements must
include ‘Honesty to handle
cash or finances.)

e  Working knowledge of Adobe Suite - Photoshop, or video for quick animations — advantageous.

° Team player

e Tenacious and persistent

e Creative thinker with attention to visual detail

e  Strong communication and collaboration skills

e Ability to work independently and manage multiple deadlines

e  Customer-focused with a passion for hospitality and guest experience

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level
Adaptability 2 Building interpersonal relationships 2
Problem solving 2 Continuous learning 2
Communication 2 Stress tolerance 2
Teamwork/collaboration 2 Creativity and innovation 2
Results focus 2 Initiating action 2
Planning and organizing 2 Resource Management 2

SCOPE OF RESPONSIBILITY

Functions responsible for

= As specified in the position description under key performance areas.

Amount and kind of
supervision received

= Minimal as this is a senior level post and the incumbent is expected to operate independently and

with minimal supervision.

Amount and kind of
supervision exercised

= |s responsible for coordinating marketing and communication strategies for the entire Commercial
Development Division and therefore needs to exercise a level of management authority and
provide guidance and direction to the staff as and when required.

Decisions which can be
made

= Most operational and strategic marketing related activities/decisions. Decisions relating to staff and
the manner in which work is done, distributed and where potential structure and or control and
process inefficiencies needs to be addressed.

Decisions which must be
referred

e Expenditure that is over the budgeted amounts and reckless spending;

e Risk / mitigation exposure and potential commercial development related risks.

e Decisions of work that falls outside of the scope of this post and where escalated queries has

arisen.

CONTACTS AND RELATIONSHIPS

Internal to UCT

Director: Commercial Development, Director: Hospitality Management, Manager: Commercial Development,
Manager: Conference Management Centre, Senior Coordinator: All Africa House and Staff Housing, Senior
Coordinator: Vacation Accommodation, staff, students, UCT Marketing Department.

External to UCT

Guests, vendors, suppliers, Lessees, Landlords/ Donors/Funders and all other external stakeholders.

AGREED BY

PRINT NAME

SIGNATURE CONTACT NO.

DATE

Position Holder Vacant

Line Manager

14
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HOD

HR Practitioner

11/09/2025
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