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Role Profile 

Job Title: 

Reports to: 

Salary: 

Type: 

Role Description: 

Marketing and Communications Officer, 1.0 FTE, 12-month Maternity Cover 

Head of Marketing and Communications 

£30k, pro-rata. 

Remote, with some travel required to our head office in Reading and other 
locations in the UK. 

The SUMS Marketing and Communications Officer plays a pivotal role in 
raising and maintaining the strong reputation of the SUMS Group across the 
HE sector.  The role is responsible for developing impactful campaigns and 
related collateral and interacting with internal and external stakeholders to 
deliver SUMS Group messages and support SUMS Group members and 
clients. They will contribute to the development of digital and hard copy 
material, including publications, videos, podcasts, social media and web 
content to support current members and attract new members and clients to 
our community.   

About SUMS – Specialists in Higher Education: 
SUMS is an equal opportunities employer, and we recognise the value that diverse backgrounds 
and experiences bring to our work and our organisation. Some identities are still typically under-
represented in the workplace, and we particularly encourage you to apply if that might be you. 
SUMS is a dynamic and values-focused organisation dedicated to supporting the UK’s Higher 
Education sector across our three divisions – SUMS Consulting, the Southern Universities 
Purchasing Consortium (SUPC) and the Procurement Shared Service (PSS).   

As a charity and not-for-profit, we are part of the community we serve.  Our vision is to be the 
expert partner of choice for universities, delivering tangible, sustainable impact through high-quality 
consulting and procurement services. In a recent survey, 95% of SUMS staff felt positive or very 
positive about working for SUMS.  We strive to be a responsible and supportive employer that 
provides team members with the autonomy and support to bring new ideas to the table for the 
benefit of our members, clients and our wider communities.   

In working with SUMS, you will receive: 

• Generous holiday allowance of 38 days, including bank holidays and closure days.
• Participation in a pension plan.
• A dynamic work environment where new ideas and innovations are welcomed.
• Flexible working arrangements, supporting the right employee to work at home and at the

office.
• The opportunity to develop your skills with guidance and support from your manager and

colleagues.
• The opportunity to support a values-focused sector.

http://www.sums.org.uk/
http://www.supc.ac.uk/
http://www.supc.ac.uk/
http://www.heprocurementsolutions.ac.uk/
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About You: 
We are looking for a proactive and enthusiastic self-starter to work in a small team providing 
marketing and communications support to the wider organisation. This is a multi-faceted role 
where building good relationships is essential. The right candidate will demonstrate a “can-do” 
attitude, excellent inter-personal communication, writing and proofreading skills, and will be data 
informed. They will have a keen interest in the vibrant and dynamic higher education sector, joining 
a team that seeks out innovative solutions and best-practice business processes whilst delivering 
the “day-to-day” at a consistently high level. 

Responsibilities 

Key responsibilities of the role are: 

• Develop and deliver targeted outbound marketing campaigns aimed at promoting the SUMS
Group and its divisions to members, target markets and other key stakeholder audiences.

• Monitor campaign metrics and collate insights to be shared with internal leads.
• Develop, launch, track and measure effective organic and paid media campaigns that drive

business growth.
• Support the delivery of a range of marketing and communication activities including

eDigests and other publications and digital media.
• Provide focused support in the development and editing of video, vodcast, podcast and

other digital marketing and communications materials.
• Support the development and execution of brand identity and collateral materials for major

organisational initiatives.
• Support the Head of Marketing and Communications with stakeholder engagement planning

and related activities as required.
• Lead on the organisation’s social media strategy and activities, including monitoring and

measurement for greatest impact.
• Work with colleagues to ensure website content is up-to-date and support development of

new content, as required.
• Support income generating activities through marketing activity such as events, digital ads,

etc.
• Work closely with our paid advertising agencies, as required to launch and monitor

campaigns acting as a key point of contact and ensuring campaigns are optimised efficiently
and effectively.

• Use the CRM system for member and client communications, to effectively disseminate
content to our audiences, dispatching email, direct mail and other forms of communication.
Ensure the highest quality of content, tailored to different audiences, learning from their
behaviours and observing the best available practice.

• Work closely with the Events lead to promote key events.
• Maintain an in-depth understanding of the organisational values and brand, recognising the

relationship between them and ensuring campaigns uphold them.
• Use the Content Management Systems to create and edit web pages; link web pages to

campaigns activity, ensuring optimal integration.
• Deputise for the Head of Marketing and Communications, as required.
• Seek out campaigns and social media best practice and trends from across the sector and

beyond.
• Work proactively with colleagues across SUMS Group divisions to deliver other tasks as

deemed necessary by the Head of Marketing and Communications.
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Key Success Criteria 

1. Achievement of agreed objectives.
2. Delivery of work to agreed standards and timescales.

If this sounds like the right fit for you, please submit a cover letter, outlining why you 
are the right candidate for the role, and CV to sums@reading.ac.uk.


