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Position Description 

Department: ANU Postgraduate and Research Students’ Association  

Position title: Marketing Assistant  

Salary: $43.29 per hour plus 10.5% superannuation (ANUO 3.1) 

Hours:  15 hours per week, part-time casual 

Manager: Events and Marketing Manager  

Purpose Statement 

The Marketing Assistant supports the elected student officers of the Postgraduate and Research 

Students’ Association (PARSA), at ANU, by providing communications and marketing support. They 

will work closely with and are responsible for: working with the Events and Marketing Manager to 

develop and implement a range of communications, marketing and digital strategies; design and 

produce high quality and impactful digital content and publications; develop and maintain social 

media content, coordinate multi-channel outreach to members and external stakeholders, and 

providing on-site communications support, when required. 

The diverse nature of this position requires the holder be able to prioritise and monitor tasks and to 

be willing to take on ad hoc duties as and when required to support the team. There are times when 

communications support occurs outside normal business hours - applicants must be able and willing 

to work outside office hours at pre-arranged times. 

 

Position Dimension and Relationship 

PARSA is the elected student-representative body for postgraduates at the ANU. It provides a range 

of services aimed at providing support for the specific needs of postgraduate students in relation to 

both their studies and daily life. PARSA is run by students for students and represents postgraduates 

both collectively and individually. 

The association’s staff, managed by the General Manager, are a dedicated team that works closely 

with the elected officers of the students’ association. The Marketing Assistant will interact regularly 

with the President, Operations Manager, Events and Marketing Manager, staff and elected student 

officers, and stakeholders to provide the best possible service to ANU’s postgraduate students. 

 

Key Responsibilities 

1. To provide communications and marketing support to elected officers and staff for all areas 
of PARSA’s work; 

2. To work with the Events and Marketing Manager to develop, implement and drive PARSA’s 
communications, marketing and digital strategy;  
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3. Brief, develop and distribute PARSA’s communications and marketing materials; to 

implement all digital communications and print communications; 
4. Create a variety of content and communications including; social media content, website 

content, newsletters, eDM’s, events and marketing collateral, sponsorship prospectus; 
5. To maintain and co-ordinate the use of PARSA’s multiple communications platforms, and 

work with the Events and Marketing Manager and officers to develop new communication 
opportunities to engage with our members, ANU and other stakeholders; 

 

Specific Duties 

1. Develop and daily oversight PARSA’s communication requirements. This includes responding 
to emails, oversight of social media accounts, website management, content creation and 
social media promotions; production of publications, including design, copy-editing and 
imagery. 

2. Develop a suite of e-marketing communications, including event promotions and invitations, 
newsletters, student emails, surveys and forms. 

3. Responsible for curation and execution of social media posts, event launches, and 
positioning all communications content aligned to our social media platforms (Facebook, 
Instagram, Linkedin) and our Website. 

4. Coordinate with officers, staff and stakeholders to write and publish monthly e-Newsletters, 
disseminate weekly communication pieces, and produce annual publications. 

5. Write creative briefs, obtain quotes, upload invoices and manage supplier relationships 
(potentially designers, creative agencies, photographers, videographers and merchandise 
companies.) 

6. Maintenance of the website, social media, eDM campaigns and Google Analytics. 
7. Monitor, analyse, and develop reports on social media activities and channels regularly.  
8. Coordinate PARSA Merchandise. This includes merchandise storage, regular stock take, and 

coordination with suppliers, engaging designers and producing merchandise materials. 
9. Support the relevant staff in outreach related to PARSA elections. 

 

Other duties 

1. Exercise functions or roles as required under the PARSA Constitution consistent with the 
classification level of the position; 

2. Ensure PARSA’s financial resources are used efficiently and that best value for money is 
obtained at all times;  

3. Attend meetings and training events as required; 
4. Have a flexible approach to work and to undertake any other reasonable duties that may be 

required, consistent with the classification level of the position; 
 

General Standards 

1. Respect the democratic structure of the Students’ Association at all times. The post-holder 
will be expected to work closely with the elected officers of the students’ association and 
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will aspire to the highest standards of integrity in respect of the advice provided to officers 
that must at all times be balanced in nature; 

2. Aspire to the highest standards of care for students at all times; 
3. Abide by the Association’s Constitution, and University and Association policies and 

procedures. 
4. Maintain high standard of ethics and confidentiality, empathy with students as a client 

group, and a commitment to principles of equality; 
5. Be sensitive when handling confidential information; 
6. Work collaboratively as part of team. 

 

Selection Criteria Skills and abilities  

1. Exceptional writing skills with the ability to generate engaging and accurate social media, 
web and digital marketing content within short timeframes and to be able to communicate 
clearly and with creative flair, across platforms and audiences. Experience in SEO highly 
regarded but not compulsory  

2. Excellent time management skills, including an ability to set, enforce and meet deadlines 
and prioritise own workload. Ability and experience in managing multiple clients, deadlines 
and projects.  

3. Experience in the development, delivery and reporting of integrated electronic 
communications such as e-newsletters and digital campaigns. 

4. A meticulous planner and organiser with strong attention to detail and drive to get the job 
done. Experience with project management systems desired but not required 

5. A high level of computer literacy, creative approach with a keen eye for design and detail, 
and the ability to use a range of software including basic Adobe Creative Suite or Canva. 

6. Ability to work independently and within a dynamic student-led democratic team 
environment. 

7. Enjoys working with people from diverse backgrounds. 
8. Current postgraduate student and member of PARSA  

 

More information 

If you have any questions about the position, please contact Laurie Fletcher on 

parsa.events@anu.edu.au  
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