POSITION DESCRIPTION: SN
BUR

SECTION A: Position Context » NE *
Position Title Executive, Digital Marketing
SWINBURNE
" UNIVERSITY OF
Position Grade E2 a0
SARAWAK CAMPUS
Category Executive
Campus / Unit Sarawak Campus - Marketing and Student Recruitment
Term of Appointment Full — time Appointment
Effective Date March 2023

Position Purpose:

The University desires to expand the use of digital marketing for the primary purpose of student recruitment
through search, content, social media and all other digital platforms to increase lead generation and
management with an ultimate aim of conversion through enrolment.

The University aims to maintain a very high profile in its target markets through advertising the Swinburne
brand to grow awareness, preference and recommendation. This position will lead the performance marketing
and website management needs of the University. It is anticipated that Swinburne Sarawak will expand
rapidly and that the responsibilities and scope of the position will grow accordingly.

The position will reside within the Marketing and Student Recruitment unit and will report to the Assistant,
Manager, Communications.

This position is responsible for all digital marketing activities for the University with a key focus on digital lead
generation and management, website management and the customer relationship management platform
(CRM). This includes:

e providing a ‘whole of university’ approach to developing a digital marketing strategy;

o employing “growth-hacking” marketing strategies to increase return-on-marketing-investment;

e exploring new and innovative ways of increasing quality leads for the Student Recruitment team; and
e managing and analysing data in the CRM to make decisions about lead generation campaigns.

The position works closely with academic and administrative staff at Swinburne Sarawak and liaises with staff
at other Swinburne campuses to ensure consistency in corporate style and efficient use of resources.

University Information:

As a 21st century university at the cutting edge of technology, innovation and entrepreneurship, Swinburne
University of Technology has an ambitious vision to become the prototype of a new and different university.
A next generation university. With a century long history of educating and training students with high-quality,
career-orientated education and strong links to industry and the community it aims to bring people and
technology together to create a better world.

Swinburne has an international reputation for quality research that connects science and technology with
business and the community. The University standing in prestigious world academic ranking lists reflects our
commitment to high-quality teaching and research and graduate outcomes.

Swinburne’s emphasis is on high quality, engaged teaching and research in science, technology, business,
design and innovation — teaching and research that makes a difference in the lives of individuals and
contributes to national economic and social objectives.
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Swinburne works to advance quality research through partnerships with industry, our communities and other
universities within Australia and internationally, to achieve outcomes that are directly relevant to industry and
society.

Swinburne offers both Higher Education and Vocational Education courses and programs, along with online
education through both Swinburne Online and Open Universities Australia. The University has multiple
campuses in Melbourne, Australia, and also an international campus in Sarawak, Malaysia.

The Campus in Sarawak is a licensed branch campus university in Malaysia which offers selected
undergraduate, postgraduate and research degree courses identical to those offered at other Swinburne
campuses in Australia. It also offers pre-university foundation programs. The Campus was established in
2000 as Swinburne Sarawak Institute of Technology and on gaining university status in Malaysia changed
its name to Swinburne University of Technology Sarawak Campus in June 2004.

The Campus occupies a 16.5 acre site in central Kuching, the state capital of Sarawak. The Sarawak
Campus has students from Malaysia and other countries, and plans to expand rapidly as its staff and facilities
are developed continuously to allow a greater number and diversity courses to be offered.

The Campus in Sarawak is a joint venture between Swinburne University of Technology in Australia and the
State Government of Sarawak through two of its shareholders — Yayasan Sarawak and the Sarawak Higher
Education Foundation. The campus is part of a long-term strategy by Swinburne Australia, established in
1908, to globalise its operations and provide its students with international living, working and learning
opportunities.

Marketing and Student Recruitment

The Marketing and Student Recruitment (MSR) Unit is led by the Director, MSR. The Unit comprises the
following:

e Admissions and Analytics

e Branding and Events

e Communications

e Student Recruitment — Sarawak

e Student Recruitment — Emerging Regions

The Unit plays a vital role in ensuring the growth objectives of the University in terms of new student numbers.
It is the primary unit in the University responsible for student recruitment and external communications.

The Unit is responsible for promotion of the University and its activities generally to the public, potential
students, industry and government. It is responsible for the development and implementation of marketing
and promotion strategies and plans, designed to achieve agreed corporate objectives. These include
ensuring that all target markets (national and international; potential, existing and previous students;
employers; industry and business; governments and stakeholders; schools and key influencers and staff) are
aware of Swinburne’s features and strengths and are encouraged to take advantage of what Swinburne
offers.

The Unit also develops and manages the Swinburne brand; manages and implements corporate
communications strategies including developing promotional tools, web-based communications, e-marketing
strategies, implements corporate communication activities of the University as a whole in order to build market
awareness and maintain a positive, credible and exciting market image as well as an employer.

URL to web pages: | https://www.swinburne.edu.my
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Participation on Committees:

As directed by the Manager, Marketing or Director, Marketing and Student Recruitment or any other person
assigned by the Manager, Marketing or Director, Marketing and Student Recruitment. All staff members are
encouraged to participate in Committees, in support of the University’s functions and events.

Supervision Reporting Relationships:

This position’s supervisor/manager Assistant Manager, Communications

Other positions reporting to this position | Officer(s), Digital Marketing

Location:

This position is located at the Swinburne University of Technology Sarawak Campus.
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SECTION B: Key Responsibility Areas

The key responsibility areas (KRAs) are the major outputs for which the position is responsible and are not a
comprehensive statement of the position activities.

KEY RESPONSIBILITY AREAS

MARKETING Lead in collaboration with the Manager:
PLANNING e Provide advice to the management staff in matters relating to the promotion
of the University’s digital platforms.
e Produce digital-led, integrated marketing plans for the University across
paid, owned and earned platforms.
DIGITAL MARKETING | e Implement and manage the digital marketing plan for the year whether
MANAGEMENT individually, as a team or through an agency.
e Constantly monitor the performance of marketing campaigns with a focus on
reducing the Cost Per Lead.
e Responsible for leading and implementing the development of marketing
campaigns based on defined and agreed-upon objectives.
¢ Responsible to drive SEO, SEM campaigns.
e Responsible to drive the implementation of sponsored tactical online
campaign.
PLATFORM e Responsible for the operations and management of the University's
MANAGEMENT websites and all digital platforms related to Marketing and Student
Recruitment.
¢ Responsible for managing the marketing functionality of the CRM.
e Responsible for all the digital marketing platforms and subscriptions.
STUDENT e Prepare and implement, in collaboration with other relevant Marketing and
RECRUITMENT Student Recruitment staff, specific recruitment strategies adapted to the
needs of each designated market.
e Contribute to the achievement of student enrolment through effective
implementation of marketing strategies and activities.
e Develop digital marketing strategies for student recruitment for the
University.
LIAISON AND e Collaborate with colleagues to utilise synergies in marketing.
INTERACTION
MARKETING e Maintain appropriate records and budgets for all activities, and produce
REPORTING regular progress reports.
e Monitor and manage effective use of analytics for reports and decision
making.
e Provide regular market intelligence and competitor reports.
OCCUPATIONAL Assist management in ensuring compliance of all OHS legal and procedural
HEALTH AND SAFETY | requirements by various stakeholders, including through the following:
(OHS) o Execute OHS requirements in respective work areas;
¢ Maintain cleanliness, good housekeeping and overall safe work
environment; and
¢ Undertake immediate correction and improvement action on any non-
compliance practices, and report all OHS related injuries, ill health or
incidents to the OHS section.
SWINBURNE VALUES e Commit to the Swinbu'rne Value§. . .
AND CULTURE . ;?E%ft work professionally while demonstrating the Swinburne Values at
e Assist management in implementing the Swinburne culture and lead the
team in embracing the Swinburne Values.
OTHER DUTIES Any other duties as and when required by the Manager, Marketing or Director,
Marketing and Student Recruitment; or Pro Vice Chancellor and Chief Executive
Officer (PVC&CEOQ); or any other person as assigned by the Director or by an
authorised personnel.
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SECTION C: Key Selection Criteria

Qualifications: Include all educational and training qualifications, licences, and Essential /
professional registration or accreditation, criminal record checks etc. required for the | Highly Desirable /
position.
Preferable
1. | A Bachelor’'s degree in a relevant discipline from a recognised university Essential
2. | Master’s degree in relevant discipline from a recognised university. Highly Desirable
Experience / Knowledge / Attributes: Required by the appointee to successfully Essential /
perform the positions key responsibilities. Highly Desirable /
Preferable
1. | Minimum of three (3) years of relevant working experience - including in managing Essential
a WordPress website, programming / software engineering and design software
like Adobe Photoshop.
2. | Demonstrated capability in planning, implementing and managing Search Engine Essential
Marketing campaigns on Google and Social Media Marketing on Facebook,
Instagram, Twitter, and LinkedIn.
3. | Demonstrated competency in using Analytics software like Google Analytics and Essential
Google Tag Manager.
4. | Demonstrated proficiency in creating marketing analytics reports. Essential
5. | Demonstrated competency in growing e-mail marketing lists and planning, Essential
implementing and managing e-mail marketing campaigns.
6. | Demonstrated proficiency in Search Engine Optimisation. Essential
7. | Alevel of maturity consistent with the requirements of the position for independent Essential
work and initiative.
8. | Excellent interpersonal skills and demonstrated ability to work effectively in a Essential
consultative, cross-cultural and team environment.
9. | Good communication skills, in written and spoken English and Bahasa Malaysia Essential
with the speed and tenacity required for marketing and communications in today’s
always-on, high-speed world.
10.| Demonstrated competency in community management and content creation for Highly Desirable
social media platforms across Facebook, Twitter, YouTube, Instagram and
LinkedIn.
11.1 Three (3) years of relevant work experience with digital marketing certifications Highly Desirable
from reputable organisations such as Google.
12.| Knowledge of the Malaysian education system and an understanding of the key Highly Desirable
issues relating to the marketing and provision of private tertiary education in
Malaysia.
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Further Information:

Further information is available from Human Resources at fax +60 82 260821, email
careers@swinburne.edu.my.

Applications:

Applications should include detailed CV summarising qualifications, experience and other matters considered
relevant to the application.

The University has a policy requiring successful applicants to produce evidence of all formal qualifications prior
to commencing employment.

| accept the Position Description as stated above and that the Position Description may need amending and
updating periodically due to changes in responsibilities and organisational requirements. Changes to position
descriptions will be in accordance with the position grade and category, and consistent with the purpose for
which the position was established.

Name
Date

Signature
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