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Job description

	Job title
	 Partnerships Coordinator 

	College/Exec Group
	Central Saint Martins

	Department/Team
	CSM Innovation

	Accountable to
	Senior Corporate Partnerships Manager

	Contract
	2.5 months

	Term
	35 hours per week, 52 weeks per year

	Grade
	Grade 3

	Salary
	£34,436 per annum

	Location
	Hybrid – CSM King’s Cross/Home



Purpose of the role
To deliver CSM partnership and sponsorship outputs and benefits in relation to communication, evaluation and reporting. To support the CSM Innovation team with all business marketing and communications and underpin relevant sales processes.
Our team delivers projects and partnerships with businesses, communities and local government, generating income and impact to the college and providing engaging opportunities for our students, graduates and academic staff.
Key duties and responsibilities
· To support the delivery of CSM Innovation partnerships by communicating with clients, team members, college departments and central UAL services to ensure that partnership objectives are met in a timely and organised way. 

· New business support including responding to enquiries, prospect research, inputting and tracking leads, and meeting preparation.

· Assisting with the drafting of client-facing decks and sponsorship proposals when required by the Senior Corporate Partnerships Manager and/or Business Development Managers.

· Assist the Senior Corporate Partnerships Manager and Business Development Managers to ensure delivery of partnership/sponsorship benefits including events when required. 

· To assist with an effective stewardship programme for CSM by contributing to client database, collating and sharing UAL/CSM Events information and arranging invitations for clients to appropriate stewardship events.

· Internal coordination and governance support including meeting management, minuting, tracking and administration.

· Post social media updates across Twitter, Instagram and LinkedIn

· To assist with the circulation and approval of press and publicity materials arising from client projects and partnerships across the relevant internal teams, co-ordinating internal feedback and reporting back to the client in a timely manner

· Collecting data and feedback to be inputted into internal and external facing reports on sponsorship and partnership activity and supporting the drafting of impact summaries.
Key working relationships
· The CSM Innovation team including the Senior Corporate Partnerships Manager; Business Development Managers; the Directors of Innovation and Business, and other business development and operational team members.
· CSM academic and support staff; Academic Programme External Liaison Coordinators; CSM students and graduates
· Academic staff, finance staff, legal staff and external clients for Partnership and Sponsorship activations.

Working Hours 
· Usual working hours for this role will be 35 hours per week, between 09:00 – 17:00, however this may vary at different times of the year based on business needs. 
General duties
These duties below are in addition to the duties and responsibilities listed above:
· Perform duties and tasks consistent within the scope and grade of your role as reasonably may be expected and assigned to you from anywhere within the company. 
· Undertake health and safety duties and responsibilities appropriate to the role. 
· Work in accordance with the UAL Arts Temps Staff Charter and Dignity at Work Policy and anti-racism plans, promoting equality diversity and inclusion in your work. 
· You may be required to work such additional/different hours as may from time to time be necessary for business reasons which may include evenings, Saturdays, Sundays and bank holidays.
· You may be required to regularly travel to other sites as necessary.
· Undertake continuous personal and professional development, and to support it for any staff you manage through effective use of UAL Arts Temps Planning and Review Conversations (PRC) scheme and staff development opportunities. 
· Make full use of all information and communication technologies to meet the requirements of the role and to promote organisational effectiveness. 
· Conduct all financial matters associated with the role in accordance with policies and procedures, as laid down in the Financial Regulations. 





Job description


			
			2
Person specification
This section provides a list of up to 10 essential criteria (and up to 2 desirable criteria if specified) that you will need to demonstrate you meet as part of the recruitment process.
Experience, knowledge and qualifications
· Undergraduate degree 

· Experience of business development and communications within a client-facing sales driven environment including client liaison and administrative support

· Experience in managing small scale events

· Knowledge of HE and/or Creative sector is desirable
Communication skills
· Communicates effectively orally, in writing and/or using visual media.
Planning and managing resources
· Plans, prioritises and organises work to achieve objectives on time.
Teamwork
· Works collaboratively in a team or with different professional groups, ensuring the principles of equality, diversity and inclusion are upheld.
Student experience or customer service
· Provides a positive and responsive student or customer service.
Creativity, innovation and problem-solving
· Uses initiative or creativity to resolve day-to-day problems.
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