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	JOB TITLE
	Marketing Executive
	DEPARTMENT
	Non-Academic

	REPORTS TO
	Marketing Manager


	
Wellington College International Pune (WCI Pune) formally opened in September 2023. Situated in a prime location in the city of Pune, with excellent transportation links, we provide an innovative learning environment for a first-class educational experience for pupils aged 2-18. Our world-class facilities allow us to offer the very highest academic and pastoral standards, in tandem with outstanding sporting and cultural opportunities.  We follow an inspiring curriculum for Primary School and employ the English National Curriculum for Years 7 to 9 followed by the IGCSE curriculum for our Year 10 pupils and the IBDP curriculum for our new Year 12 programme from August 2025.



Role Summary:
This role is to assist the Marketing Manager on all matters concerning marketing, branding and communications at Wellington College International Pune. We are seeking a young and dynamic Marketing Executive with 3-4 years of experience in marketing and communications. Good verbal and written communication skills and a strong ability to create compelling content. The Marketing Executive will play a key role in contributing and anchoring the agreed marketing strategy to build brand awareness and positioning.

	Main Task and Key Responsibilities: 

	· To lead the school's digital efforts, including the school website, social media, digital marketing campaigns, school events, and collaterals, with the effort to generate leads.
· Co-ordinate with the graphic designer to design the admissions and marketing-related publications for the Wellington Community 
· Responsible for content management for the publications, social media, school website and the newsletter 
· Assisting the Marketing manager in planning and executing a variety of events, such as open mornings, outreach events, seminars, workshops and school carnivals and fairs. 
· Assisting the Marketing Manager in generating a well-established network by developing strong connections with local vendors, branding, media and the ability to support establishing partnerships with corporate companies.
· A brand ambassador who understands the school’s value proposition.
· Supporting the Marketing Manager in ATL and BTL activations
· Supporting the Marketing Manager in taking an active and strategic role in the marketing team to develop and progress the Wellington Brand
· Photographing events and other activities at Wellington for use across online and offline marketing collaterals.
· Willing and able to extend beyond work hours.
· Able to take initiative and complete projects with deadlines with minimal guidance.

	Essential Experience / Qualifications Required

	· Graduate/Postgraduate or equivalent in Marketing and Mass Communications/ Journalism.
· 3-4 years of relevant working experience.
· Highly analytical with strong attention to detail.
· Strong organisational skills and ability to prioritise effectively
· Experience in social media and Digital Media Marketing is a MUST
· Experience in planning and executing internal communications and events
· Exceptional writing and storytelling skills (written and verbal)
· Strong attention to detail
· Experience in Microsoft Suite, MailChimp and WordPress. Knowledge of designing software is a plus.

	Essential Values, Behaviours and Attitudes:

	· The role demands a multitasker who can effortlessly liaise with all the other teams, efficiently manage the roles and duties within the team
· Have a positive attitude and be well organized, process driven and a team player.
· Embody the five core values of Wellington College at all times (courage, integrity, kindness, respect and responsibility)
· Strong mindset for continuous improvement to meet or exceed expectations
· Time management and the ability to work under pressure
· Discrete and sensitive to confidentiality
· Networking and relationship building
· Responsible, self-motivated, professional, organized and mature
· Flexible and Adaptable
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