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Job Description

This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to
be undertaken as those can be varied from time to time at the discretion of the School, in consultation with
the postholder.

Job title: Communications Coordinator (Accommodation Operations)

Department/Division: Residential and Catering Services
Accountable to: Marketing and Communications Manager

Job Summary

The Communications Coordinator (Accommodation Operations) is a vital role within the Residences and
Catering Division central communications team. The role holder will have a passion for creating highly
engaging content, with a commercial mindset and enthusiasm for communications and marketing
campaigns driven to support our student, faculty and commercial accommodation operations.

The key objectives of Communications Coordinator (Accommodation Operations) are to:

e Provide support to the Marketing and Communications Manager and wider communications
teams within the Residential and Catering Services division.

e Support all accommodation teams with marketing and communications requests including
Residential Operations, Residential Services, Faculty Accommodation, Commercial and all other
associated services.

e Work closely with the Communications Coordinator (Food and Retail Operations) and other key
stakeholders across the division and School.

e Support the development and application of the division brand and visual identity.

Duties and Responsibilities

e Work closely with student Communications Assistants (Residential Life) and content creators to
coordinate task workflows, content production, and social media content calendars across ‘Halls
Life’ and digital channels.

e Create and deliver highly engaging content across multiple channels and platforms working
closely with the division communications team.

e Evolve brand identity for individual halls, teams and services.

e Ensure all campaigns and projects are measurable, achievable and realistic within resources and
budgets allocated.

e Take ownership of the ‘Halls Life’ platform by working closely with our partners to coordinate
content calendars, campaigns, assets and a shared vision.

e Be bold, creative and experimental across our social media channels, and use social media
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management software (Sprout Social) to schedule content, respond to enquiries, analyse trends,
and run regular insights reports.

e Work with Accommodation and Residential Life colleagues to ensure objectives are achieved.

e Make use of digital camera, video recording equipment and software to produce professional
photography, video and audio content for social media, vlogs, and other channels.

e Assist with creating regular planned newsletters, formatting important messages for students, staff
and external customers.

e Create all planned communications using templates such as important notices to residents,
Residential Life emails and disaster response messaging.

e Ensure strong collaboration with other teams, divisions and departments across LSE to ensure
joined-up communications and messaging.

e Take advantage of training, development and networking opportunities to enhance professional
skills and make suggestions towards developing our communications.

e Create, check, and upload content to our Residential Life online platform working with Wardens,
Sub wardens and Hall Committees to ensure content is highly engaging.

e Prepare assets for online and offline content including editing images, basic html updates, video
editing and audio recording.

¢ Meet with Marketing and Communications Manager and Residential Life team on a regular basis
to review planned content, propose new ideas and feedback on insight reporting.

e During busy periods, assist with responding to enquires in our shared team inboxes replying in a
timely and professional manor.

¢ Maintain calendars and schedules by assisting the Marketing and Communications Manager with
arranging team activities, training sessions or meetings requests

e Supporting Residential Life events programme through digital marketing campaigns and asset
design.

e Regularly collect data, prepare reports / presentations, and evaluate the status of the Residential
Life public image and make recommendations for expanding or improving the public image.

e There be other ad hoc additional administrative duties as required to contribute to the smooth
running of the communications team.

Flexibility

To deliver services effectively, a degree of flexibility may be required in the duties performed in order to

meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial

changes to a role will be discussed between line managers and their staff, with job descriptions updated
as and when appropriate.

Equity, Diversity and Inclusion (EDI)

LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders)
will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination
on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity,
race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and
economic background.

Ethics Code

Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s
Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly
states that the whole LSE community, including all staff, students, and governors of LSE, are expected to
act in accordance with the principles which are set out in the Code. As such you are required to read and
familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this Code.
It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found
on the following link: click here


https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Internal/staff/OL/Effective-Behaviours-Framework.pdf
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Environmental Sustainability
The post holder is required to minimise environmental impact in the performance of the role, and actively
contribute to the delivery of the LSE Environmental Policy.

Free Speech

The Code of Practice on Free Speech outlines the responsibilities of LSE to protect and promote freedom
of speech and academic freedom within the law for students, faculty, staff, and visiting speakers. It applies
to all activities on LSE premises and those conducted in the name of the School or LSE Students’ Union
at any location. The Code confirms that LSE does not take formal positions on political or international
issues but provides a platform for critical debate within the law, taking account of the various legislative
requirements and the context provided by policies and procedures. Procedures are set out in the Code on
how events must be arranged and conducted.



https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/Code-of-Practice-on-Free-Speech.pdf

