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Key Areas of accountability and Key Performance Indicators (KPIs) 

• Develop standard brand materials or support the professional in-house production of more 

complex brand materials to help promote London Business School.  

• Complete tasks in accordance with defined policies and procedures to ensure that a 

consistent, world-class service is provided to all clients and stakeholders.  

• Co-ordinate team calendars and meetings to support efficient and effective team working.  

• Respond to standard enquiries promptly ensuring that queries are addressed or escalated as 

appropriate to enable effective resolution.  

• Book services of internal suppliers/ resources (e.g. audio visual, catering, etc.) to support the 

smooth running of projects and/or campaigns.  
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• Provide support (e.g. research, external benchmarking) to small projects to support project 

planning and implementation; sometimes taking the lead on defined project activities.  

• Collate information to produce regular standardised management reports to support decision 

making within the department.  

• Conduct market research tasks (e.g. competitor analysis), and process findings to support 

senior colleagues in the identification of patterns and trends.  

• Provide support to colleagues within and outside the team as and when opportunities arise, to 

promote collaborative working across the School. 

• Act as a point of referral for less experienced colleagues to help resolve issues within the 

team. 

• Accurately process invoices and input financial data into systems to support the tracking of 

team/department budgets.  

• Proactively review relevant processes and systems within own area of work and make 

suggestions to improve efficiency and effectiveness.  

• Champion change by role modelling the behaviour expected from all colleagues, act in a 

resilient manner when responding to change, and proactively look for opportunities to support 

change to help embed it in the team and/or department. 

• Web content is accurately edited, published and maintained in a timely manner.  

• Effective diary management.  

• Timely response to and resolution of enquiries, requests and issues.  

• Positive feedback from project, campaign and events managers.  

• Accuracy and integrity of data in business systems.  

• Development of relationships within and outside the team, and positive feedback from 

colleagues.  

• Compliance with processes, procedures and standards.  

• Contributions to process reviews and operational improvements. 

 

• Experience of using CMS systems to upload and publish online content (Experience of using 

Contentful or Sitecore a bonus) 

• Hard-working, committed and able to adapt and thrive in a fast-paced environment 

• Good communication skills and the ability to address a variety of stakeholders 

• Proactive approach to relationship development with colleagues and stakeholders 

• Attention to detail is absolutely essential 
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• Fluent written and spoken English - This is not a content creation role though an excellent 

grasp of written English is required in order to identify errors and maintain quality 

• Photoshop to basic level (desired) 

• Intermediate HTML/CSS knowledge (desired) 

• Experience using Google Analytics (desired) 

• Knowledge of SEO principles and best practice (desired) 

Resources including team management


